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FOREWORD 



Word Processrngf A provides ah actibh plahhing process for use in 

developing word processing edocation and training programs and reviews selected word probfes.^- 
ing curripulum resources. Its piimary parpose is to assist vocational: education program planner^' 
#mJ curriculum specialists in seiecting word processing curriculum materials that are appropriate 
for the population they serve. 

The prbfessiph is indebted to the authors for their scholarship in preparing this gufde. The 
authors are DrWilrria Jean Alexander, Department Chairperson for Business Education and 
Administrative Services;^. Patsy A. Dickey-Olsdn. Assistant to the Dean; and Dr Jean Grever. 
Professor of Business Efucatioh a/id Administrative Serv[ces^ all at Illinois State University; and 
Dr Marilyn WilRins, Associate Professor of Business Education, Eastern Illinois University. 

Dr Judy Lambrecht, University of Minnesota; Dr." Kathleen Wagoner Ball State University, and 
Dr. Barbara Kline and Unda Pfister of the National Center for Research in Vocational Education " 
contributed to the development of the guide through ^jifeu- revieW of the manuscript: Staff who 

_ a|f ifted j n^ t he^ PXQJ^\Ji:cX\Qn oLXKe. g uide_iricJudejlJudy^ajagh,-Dj:, Judith Sarouelson.-aod-Drr Jay- 

Smink: Ruth Nunley typed thle mahUscript and Janet Ray sefrved as word, processor operator Edi- 
torial assistaiSc^'-w^s provided'under the^upervisiop of Janet Kipliriger f 



Robert E. T aylor ^ 
Executive Director 
The National Center for Research 
fri Vocational Education 



erJc 



/ 
/ 



EXECUTIVE SUMMARY 



This guide is designed to assist vdcatidhal edUcatibh program planners and curriculum spe- 
cialists In planning, implementing, and impfdvihg word prdcessihg edUcatibh ahd traihihg pfd- 
grams at the junior high, secdhdary. pdstsecdhdary, and adult levels. The guicje is especially help- 
ful in the following activities: ' 



• Identifying essential elements of word processing education and training progranis 

• Becoming aware of available word processing curriculum rnaterlals / 

< - - -- - : ' / • 

• Selecting appropriate mater-ials for a given program 

/ 

• .Becoming'aware of alternative approaches to implementing programs / 

■/■■••■ 

_ : * f . 

• Developing a plan for implemenjing word processing programs / 

'_ _J _ 

„ - ^ _.The_.fpMpwln^ Jlye $Ji^psjar©:$iJtg iraplem^ting^ducalion^ndtraln-- 
Ing programs: a&sesslhg needs, defining the problem, selecting a solution? implementing the sblu- 
tibh. ahd mbhitbrihg implemehtatibn. Wbrksheets are included tb help planners examine the avail- 
able curriculum resburces. These wbrksheets are guides tb (1) deslgh|rYg wbrd processing 
traihihg. (2) assessing curriculum pridrities, (3) selecting wbrd prbce^sihg equipment ahd^bft- 
ware, and (A) implementing wbrd prdcessihg traihihg. / \> ■ ' ^ . 

i 

- _ _- - - - - _ _ _ _ _ - - -_ t- 

In additidh, eight curriculum resdUrces are reviewed. Each review (1) discusses the sdUrce df 
the prddUcJ, available materials, leve and scdpe df the rfsdUrce, fQfmat^ special features, and 
instructional units and (2) includes samples taken ffdm each resdurce. The eight resdUrces 
reviewed are the fdlldwing: * / 

■ : ■ ] 

f Competency-Based Educatrotp CurncoVdm tor Word Prpcesstng ^ 



p Competericy -Based Word Processing ^ / 



- . ^ 

• introduction to Word Processing Units of instruct/on 

• ifVqrS Processing / 

- - < ^ :^ ■ 

• Word Processing Correspondence Specialist / 



^^uj^ProcessiTig^ 



Sammary charts showing cdmparative data on the eight resources are iricluded in the Apperi- 
dix. bsjng the Information from these charts, plahoers can determine the curricula best suited to 
their needs: The charts can be used also in completing the worksheets provided in the guide. Addi 
tibnal resources are listed In the section entitled Related Resources. 
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INTRODUCTION " 

^ . - ^ : \ 

Purpose of the Guide ' ^ 

^ The purpose q^^ educatibn prograrri planners ahdjcurriculum 

. speciahsts in pla^nning^ improving word processing educatibn and graining prb- 

/^fittams. An action pjanni^^ the purpose of selectrhg ward prpcessihg mate- 

riars'approprlate for a given popbl^^^ also presents an overview. of eight wbrd jDrb- 

ce^sihg curriculum resources ^vailaWc in t^he public domain, these resources provide learning 
ac/tivities, teachmg methods, media, and course outlines that can bp implemented ih the class- 
rbbm. The guide Is useful for the following activities: 

» '« > ' 

• IjJehtifyihg esser(tjal elements of word processing education and triining programs 

• -Becbmihg awarebf word processing curriculum materials. equlprSent. and software 

- - _ _ _ _ _ _ _ _ _ ;_ ' _ _ ^ 

• Selecting materials, equipfneht, arid sbftwaref that are appropriate for a particular program 

• Becoming aware of alternative approaches to irrtj^remeritrng programs 

• Developing a plan for implemehtihg br imprbvirig a wbrd prbcessmg program ^ 

♦ _ 

Word Processing: A Brief iackfirduhd 

•* " » . * 

Techriblogjcat advancernents have caused great changes in offices over the past twenty years. 
ViWord proces^^^^ the decade. Although many business educators 

believed it was a fad that would go away. wor8 processing has becorr^e an essential component of 
the bffifce of the future. 

Word prbcessirig cari be defiried as the process'of changing ideas and information into a 
readable cbmmuriicatibri fbrm thrbugh thekmanagemerit of procedures, .eqqapment. and persohnei: 
This defihitibri impftes usirig aUtbmated eqtiipmerit^rid trairied persbhriel to produce higher qual- " 
ity wbrR} more efficiently. Wbrd pfb^^^^ may bccur iri ceritrallzecL systerins. workstation clusters. 



nalitfel^ltariai workst^ion. "Because busindlses need to 
impr"bve productivffy to reduce costs arid ihcreSlje profits, word prbcessirig— either frWh^fbrm of 
^^^^''S'Nzed word processing centers or decentralized sateilitesystems— has becbme a vital part of 
n^P^l business of ficfe operations. As businesses adbjDt more arid mbre techriblbgy. students will 
need even more knowjedg^ of word processing concepts arid the skiii tb bperate sbphisticated 
word processing equipment. j 



Traditionally, business educators have respoflijed to office emplpymerit needs bf busiriessei.' 

Today they are respond mg to their information processing demands by developing cijrricUIUm * 
materials jo meet students* varymg j-equjrements. Presently, there is a great need in business edu- 
cation to keep up-to-date with technology: The Policies Commission fOF Business and Economic 



Education has g^^^^^ a statement titled "This We Believe about 

Word Processing jn Businetjss iducatlon " This statement includes the fdlldwihg about word pro- 
cessing curricuium: ■ 



CURRICULUM 



Word Processing instruction Is necessary In the bUsii^ss eduMlidnlcurricULu 
BELIEVE WORD PROGESSING CONCEPTS AND APPLICATIONS SHOULD BE INTE- 
GRATED INTO EXISTING BUSINESS EDUCATION COURSES. IN ADpfflON^WE BELI EVE 
THAT ANJNTRODUeTdRY 6bURSE(S) OR A PROGRESSIVEsSERIES OF COURSES 
SHOULD BEOFFERED TO PFIOVIDE FOR OCCUPATIONAL PREPARATION. 

In the task of budgetihg for equipment. It is imperative that b^iness education keep pace 
with the technology bang used infeas|riess;THEFlEFORE, WE BELIEVE'THAT IT IS ESSEN- , 
TIAL TO HA^VF UP-TO-DATE. WORD PROCESSiNG EQUIPMENf SO THAT STUDENTS * 
MAY ACQUIRE EMPLOVJffit^SKILLS,^ 



Business Teacher Education 

WE BELIEVE BUSINESS TEACHE_R EDUCATION PROGRAMS MUST PROVlEiE PRE- 
SERVICE AND INSERVlCe EDUCATION IN WORD PROCESSING. The preservlc^nd inser- 
vice business teacher should be able to: 

i . Understand and apply the concepts of word processing as they relate to information 
management: - , ' J 

2. Evaluate, select, and justify word processing hardware/software. 

' 3. Demdristrate proficiency in operating word processing equipment. 

- 4. Mbc^ify iristructibhai programs based ori corit^ 

WE BELljvi THAT ALL STUDENTS MUST HAVE AN OPPORTUNiTY TO ACQUIRE AN 
UNDERSTANDING OF AND COMPETENCY IN WORD PROCESSING TECHNOLOGY:* 

i 



I 



Organising for Word Processing Edun^^ ' 

and Training r 

Word processing programs are evolving in schools just as word processing systems in busi- 
ness have develbped tb meet the unique needs of Indivlduai firms: Programs in word processing 
training and edqcatibh can be as creative as me prbgram planner. Educators have the responsibii- 
ity tb help students to learh a|)but wbrdpr^is^ssihg and tb deveibp word prbcessihg skills fbr 
eriiplbyrtteht. This knowledge and skill can be integrated and taught at several levels: 



•Reprinted with permission of the Polrcies Commission for Business ana Ecdnbmtc Education (1983). 



. 2 



EKLC 



id 



: • Junior high school. programs 

• Secondary schooJ prograrns , ; 

- - -- - - ' \ ' 

^ Pbstsecbhdary program^' .1 

• Adult education programs ' . ^ ■ 

«IUNtbR HIGH SCHOOL PROGRAMS 

TnrgBt populistion ' ' 

- \ . " - _ ' 

• danior hfgh school ^tudents in career exploratibh and awareness programs ^ 
instractionnl goals 

• to explore career opportunities in word processing in the autom'ated office . 

• To develop skills in using the keyboard 

• To develop text-editing skills (using a microcomputer and word processing soft- 
ware) in creative or business writing projects 

- DeVtvjBfy systems^ . . : ^ z : : : - _ . „ 



• Integrated word jjrbcessihg concepts arid micrbcbmputef text-editing skills instruc- 
tion (iri existing business education cour§es) 

• Intrbdxictibh to typewriting/keybbardirig class ^ 

SiCONOARYSCHObt PROGRAMS . 

target popalations 

• Secondary schoohstudents in career exploration programs 

• Students erirblled in business education programs who are preparing for careers in 
business 



^iidente erirolled4ri-vbcatibnal office education-prcjsgrams ~ 

InslructtonaJ goals 

• To explore career QppbrtUriities iri word ' 

• To develop ah i/hderstanding of wbrd prbcessirig cbricepts, eqUtpirierit, arid sbft^- 
wafe and tl;ieir role in the automated bffice _ - 

; ^ • To develop word processing equipment operator skills for entry levef^'emplbymeht in 
^ word processing In business, industry, and goverrimeht ^ 
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DetivBry systems - . . 

• Special core of courses in wo^ processing 

• Integfated word prdcesstng instruction; fin existing bosiness education coonsesj 

• Capstdhe course ^simulation) 

• Part of a cooperative office education program 

• Unit of ihstfUctidh in other business educatidri courses 

• Individualized instrUctidn 



POSTSiCONDARY PROGRAMS 

< 

Target populations 



• Students er/rolled'ln vocational business and office education programs 

• Students enroMed In junior or commanity^ollege programs leading to associate, 
k degrees in office education, secretariaiscience. or specialized courses such as legal 

secretarial, medical secretarial, or .word p^bcessing speclajizatiohs 

^~ Students ehrblied rri fbur^yeartsbilege and uriiversity programs leading to baccafatt- 
reite degrees in office administratibK br business. teacher educatibn prbgrams • 

Instructional goals ' : - ^ . 

• ' • ^ ■- . ^ 

• To develop ah jjhderstaridirig of word processing concepts, equipment, and 
software . \ . * ^ 

• ^9J^J^y^^'^P w^*"^ P^'^^^sslng and keybdarding operator skills for entry-level posi- 
tions inifword processing in business, inc^ustry, and government 

/ * ' . ■ 

• TP_^^y^^op an understanding of the role of word process^ing in the automated busi- 
' ness office - ' 



• Tb'd^velbp word processing supervisory and management skills 



. _ • Tb develbp teaching skflT^for future business teachers and asJnservice training for 
current 'business teachers 7 ^ " ' 

Delivery systems * ^ . 

,1 * ' ' ■ 

• Separate vocational program 

— ^^^^artH^Tapkistsecdh^ — ^ ■■ 



J ^ 



ERIC 



• Part of a business teacher educatibri degree program , f 

• Part of ah dfiice maha§emeht/ihfbrmatibn processing degree prbgram 

ADULT EDUCATION PROGRAMS 

Target popWations 

• Adults reentering the work force 

• Employed adults seeking to update current skills 

• Unemployed adults seeking new job skills * , 
insiraciionai goals 

• To develop ah uhderstahdihg bf word processing concepts, equipment, and 
sbftware ' 



• Tb develbp keybbardihg and wbrd prbcessihg bperatbr skills fbr ehtry-level wbrd 
processihg pbsitibhs 

• Tb develop word prbcessihg ;3upervfsbry ahd mahagemeht skills 

• To develop ah uhderstahdihg of the role of word processihg ih the automated office 
Delivery spslertis 

• Adutt education courses In public school systems 

• Continuing education cpurses in colleges and universities \ 

• Special management seminars conducted by colleges and universities 

• Special wbrk*hbps and seminars presented by cblleges, universities, and prbfes- 
sibhal assbcfatibhs 

• Geheral college ahd uhiversity degree programs ' " 

■ . : ' ■ ' : \\ 

• Ihdividualized ihstructidh 



13 



ERIC 



en 
m 

Q 

H. 

DEVEtOPINa WORD PROeESSiNG EbUCAtjON AND TRAINING PROGRAMS f 

Implemehtatioh of word processing iducatl^p arid training programs is a planned-change 
effort. LiRe any other planhed-chahge effort, implementing word processing prograrns requires a 
systematic approach. A five-step action planning process* Is suggested: * 

Step 1: Assessing heeds 

Step 2: Defining the problem 

Step 3: Selecting a solution 

.......... ^ " ' ■ 5 

Step 4: Implementing the solution - 
Step 5: Monitoring implementation 

this section briefly discusses each step jri the action planning process.** Action plarinirig 
worksheets related to these steps are provided at the end of the section. 

^ Action Planning Steps 



Step 1: Assessing Needs 



designing a new program, plahners must have Rhdwiedge about "what is" in light of 

"whaj^should be." A discrepancy between existing and desired programs demonstrates the need 

^^V^PI"^ commit^iees and community survey data provide viable means for 
determining the current^s well as the desired status. 

During the needs assessment, planners should seek answers to the following types of 
questions: 

^ ■ . _ V - ' * 

• What populations are currently served? 

' \ ' . ' . . ' 

• What populations should be served? ^ \ . ' : 

■ - ' ■ ■ ' '■ y 

• What current activities relating fb word processing are being conducted? 



'Adapted from Div'ls and Zelinko (1962): 



'Workshops based on this action planning process are'avBllBble through the National Center for Research in Vocational 
Education ■ . 
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•\what are the gaps in current program' offerings? 



. • What are the existing and potential irpstructional delivery formats? 

• What resources are available? - ^ 

To deteVmine program status, planners should try to complete one or more of the foliow/ing ^ 
activities: . 

- • discuss the pqtehtial for word* processing training with the business edueation j&dyisory 
committee and local vbcatibhal educators. Conduct fbllbw-up meetings with other school 
staff, ihciudihg cbuhseiors and administrators. \ 

• Review pblicy statements and admihistrativfe guideliries related to new or innovative pro- 
grams to determine procedures fbr implement - ^ 

• , Conduct student surveys to determine the specific characteristics bf varibus target 

populations. 

Data from these activities should be collected and analyzed to_assist the plahher in identifying 
a structure for word processing training. WdrRsheet 1: A Guide to Designing Word Processing 
Training (p. 11) will assist planners in gathering this information. 



^tep^: Defining the Problem 



Oh the basis of the'assessment in Step 1, program planners can delineate program param- 
eters. The problem defihi!idh step involves formulating tentative program goals, identifying target 
populations, specifying areas and levels of instruction, and establishing potential schedules. / 

'The 'miormaXlon gathered in Step 1 through the Use of Worksheet 1 can serve as a blueprint for 
the problem definition stage. 



Step 3: Selecting a Solution 



After the basic program structure is identified, planners must select the resources that provide 
the greatest potential fdi- sUccessfUl ihstrUctibih, CUrricUIUm materials, Up-to-date'wbrd processing 
equipment, and qualified teaching staff are the key resources for a word processing program. 

In order to select the most appropriate fesdUrces, the planner should identify the relative valUe 
of a number of different criteria used in the selectidh prdcess. The selectidh prdcess is based dh 
the program goals and objectives of the local education agency and dh the availability df data. 



Once a decision about'the criteria to be used In the selection prdcess is made, the planner 

should organize the data 'n such a way that comparison may be accomplished. A priority matrix Is 
useful for this task^Rrst^ the criteria for evaluating the resources are spec[fled. Second, a point 
value is assigned to each criterion: The relative value of any given criterion can be designated by 
assigning a numerical value to that criterion to reflect i^Jmportarice. Finally^^ 
ipr each resource is computed and its priority rank entigfred on the matrix: The example below 
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shows a priority matrix for seiecting curriculurTi resource materiais; in this exampie^the criterion 
labeled Appropriate Depth of Instruction was deemed to be twice as important as any of the other 
fbUf criteria. 

^ . ' „ ; ^ 

Sample Curriculum Res6urcV^g£|ority Matrix ^ 



Priority 
Criteria 

Resources 
















Content 
Outline 


Audio- 
visuals 


Ihd^i^- 
ualized 
Ihstruc- 
tibh 


Special 
Popula- 
tion & 
Mate- 
rials ; 


Appropriate 

Depth of 
Instruction 
(weight = 2)-' 


Curriculum 
Priority 
Index 
(total 
scores) 


Rank 
Priority 
Order 


Resource X 


1* 


1 


3 


3 


3x2=6 


14 


1 


Resource Y 


2 


b 


1 


0 


3x2 = 6 


9 


2 


Resource Z 


0 


2 


2 


> 
3 


1x2 = 2 


9 


2 



'General ranRing of cell scores: 

_^ 

0 - Inappropriate 

1 - somewhat appropriate 

2 - moderately appropriate 

3 - highly appropriate 



^ Worksheet^2: A Guide to Assessing Curriculum Priorities (p. 15) and Worksheet 3: A Guide to 
Selecting Word F'rocessing Equipment and Software (p. 19) will help in the selection of curriculum 
materials and word proc^ss|ng equipment and software By completing these worksheets, 
planner^ will become farniliar with a process thiat may be used to select among other types of 
resource alternatives. 



Step 4: Implementing the Sojutlon 



■ \ 



By thjs stage of the program planning process, the planner should be able to identify the 

target population^, the^prograni structure, the program objectives, and the needed resources. ^ 
ActuaJ^program innpiernentat|on wjll vary wjthm local educational institutidhs; however, successful 
implementation will depend on providing the relevant information to key individuals. 

A structured description of the proposed training program is use^l for a variety of purposes; 
First, it helps to organize the decisions made in earlier planning stages into a concrete plan of 
Implementation: It can serve also as a guide to further development of word processing training or 
as a part of a proposal to begin the training. Worksheet 4: A Guide to Implementing Word Process- 
ing Training (p. 25) is designed to assist the program implementation plan: The new program can 
then be scheduled, budgeted, staffed, and publicized. ' ' 
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step 5: Mbhitbrlhg Imptemehtatioh 



Every -aspect of implementation of a training program must be continually reviewed in order to 
evaluate its effectiveness. On the bas[s of these reviews, adjus^^ ^9 j?I_^'?9\Pr9' 

gram operation into line with prQgram objectives or changing goals^ An exce|[ent^too] foj- mpnitpr- 
ing any vocational program is^he use of an advisory committee: Such a committee could be parr 
ticularly useful _^Sis type of traini^ng progra^^ 9^A^?^^^5T^'_99^?''"?^^'^^ 
personnel, current practitioners, 9nd program graduates would provide a great deal of assistance \ 
in monitoring the' progpfim: ; • ^ \ 

^ ' - _ . _ ■_' _ _ ' _ :_ ^ , . t \ 

Program monitoring will help'program planners make decisions based on the fbllbwihg \ 
questions: ^ . ; 

• Shbutd the word prbcessing training program ^e expanded? 

• Is the current prbgram meeting the emplbyatjility needs bf students? 

• Hbw can the program be strehgtheried and improved? . 

• Rbw accessible is the prbgram tb'thbse whb heed and wan ^ 

• Hbw dbes this prbgram cbrnpare with similar progr 

Abtibh Planning Wbrkiheeti , ^ 

, • ; ■ ' ■ , ^ . ■ 

Tne fbllbwihg worksheets are provicled to assist the plariher In completing the aotlon planning 
y steps'jList discussed: 

• Worksheet 1: A Guide to Designing VVord Processing plaining (p. 11^ 

• Worksheet 2^ A Guide to AsseSsina^urriculum Priorities (p: 15) 

• Worksheet 3: A Guide to Seleci^g Word Processing Equipment and Software (p. 19) 



Worksheet 4: A Guide to implementing Word Processing trainirvg (p. 25) 



Note Charts summarizing jnfor^^ the eight curriculum resources reviewed in this guide are located in the 

Appendix. This information will assist readers in completing the worksheets. * 
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- WORKSHEET 1 

A Guide to Designing 
Word Prbceiiihg Training 



^ The purpose of thj^worksheet is to [dentify p'J^camstances and constraints carrervtly 
affecting word processing training in a local edacationai institution: : 



1: Identify current word processing program 



Identify sources, programs, or anits of instra^:tion that are currently available in the fbllbwihg 



areas: 



Area 



Junior High Secondary 



y Pbst- 
secbhdary 



Adult 



1 



Word processing 
systems/equipment f 
concepts / 



Equipment operation 
skills 



* Supervisory/manage- 
ment skills 



• What areas and levels of instructibn are ribt being served adequately by the current 
offerings? 
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2: identify target popaiatlons\ ^ , * ^ * . « 

• Jd^tify the namber of stadents interested in word processing in each area of instruction: 



[Soarces of data: sttjdent interest surveys; ^personal interviews with students: and discussions 
with guidahce cbuhselbrsradvisbry cbrrrrnittees, and community jeaders] 

^ i ^ ^ ^ ^ . ; 

. * - - ^ Post- - 

Area x Junior High Secondary / ^^^^^^^^^ Adult 



Word processing 

systems/equipment 

concepts 



EqUipmeht dperatton 
skills ' 



Supervisory/manage- 
ment skills 



Utilizing the above data, determine the.popUiatidhs with the greatest d^umehted heeds 



3 Identify tche]duilng of facllltlef 



• Identify the time fraTnes currently used for instruction in each prbg/am^e:g;, one-hour block, 
three-hour block): ~ * . 



(b) 



i d ) ^— - - 

(Sdurces of data: scheduling policies, administrators, class list, etc.] 



Program 



Junior High Secondary 



Post- , > 



seconaary 



Adult 



bays 



i 



-A 



_ _ __< 

Evenings 



r 



other (identify) 



• What type of schedule would be most effective for the pdpulatibh identified? 
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WORKSHEET 2 

A GDlde to Assessing 
Curricdjum Priorities ' 



"T^^^ parp^se oj thjs the planher in evalUatihg the various word process- 

ing curriculum resources by considering several dffferent criteria at the same time. This process 
will ^uide planners through foul^tasks: ' V . - ', ' * ^ 

Task 1— Identify the criteri2c.t6 be 'used in evaluating the resources. 

Task 2— Identify, for each criterjon^ a series of standards ranging from most desirable to 

unacceptable and assign a point value to each standard. • ' ' 

— > • > . ■ 

Task 3— Assign numerical valuBs to the various criteria to allow for relative importance. 

Task 4~Enter the criteria bh; the priority matrix for each product. 



Task 1 



Select criteria to be used in evaluating the various curriculum resourdes. Criteria should be 
based oh the objectives of the program being planned and should be reviewed by all school arirf 
industry personnel involved in the proposed program. Suggested criteria from which to select are 
as follows: ' 



Cost , - 

Pbpulatibh served 
Approximate cburse length 
Number of units or mbdules 
Format 

Requirements for special facilities or equipment 
Depth of ihstrUctidh 

Specific cdhteht t0.g., operator skiMs, cbhcepts, etc.) 
The inclusion In the^urricUlUm of the fdllbwihg: 

— Behavioral rojectives 
~ Content outlines 

— Tranisparency masters or handouts 

— Suggested teaching strategics or utilzatioh guide 

— Evaluation techniques ' 

— Content narrative 

^ Student activities 

■ 1 

— Implementation project(s) ^ 

— Suggested references 

— Supplemental readings • 
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Task 2 \ 

' Each critenoh selected can be broken ihto four general categories that affdw therplanrier to 
assign a value to each product for each crlteridh, For example, if depth of iristructbr knowledge 
required Is determined to be one of the criteria, then a leveLthat is uhacceptable must be identl- 
^J?P'A^_^^^l^^/^^A^J^^^^^ for the resource. The remaining two values canlheh be 

assigned points between the two. The result would take the fdlldwihg fdrrnat: > 

* • 

b — extremely advancedikills needed by Instructor ^\ 



Jor 



1 — advanced skills needed by instruct 

. ' % 

2" — moderate skills needed biy instructor ' \ 

• .... __ ■ 

3 — minimal skills neetrJed by instructor ■ f\' 

Iridicate criteria you -hflVe Selected on the left side and the various standards (or cell values) on 
the right, as shown below, Vbu may need more than five criteria; if so, sirnply iist thern on a separ- 
ate pagS. 

_ :y 

CrJtena \ Ceil Vaiues 

1._ L_ 0- 

' 1 — 

2 - 
3.— 



2 : 0- 

1 — 

2 — 

3 — 



3. 0 

1 
2 
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tasks , 

After criteria and cell values have been identified^ 4view them in order to determine whether 
each shcj^jd b^ centered equal or whether one or more have greajer value to your proposed / 
program. For example; if the course lerfgth is critjpal. its score m£iy have to be doubled in your { 
decision making. ' - ^ 

Task 4 

Ne_xt, criteria should be entered on the priority /natrix and each resource reviewed. (The four 
summary charts in the Appen^[x sliould be helpful In this process.) Cell values should beassi§cied 
to each product, adjustmenj^ made for greater weight, and a rank order identifie^d. Th§ results will 
be the identification of thfe rnost useful curriculum resource for your bbjectlves. (A sample appears^ 
in Step 3 on page 8.) ' \ 

^ . ^ . . \ - . L 

Cujijcuiom R^soQrce Prlortty Matrix 



WORKSHEETS 

' . A Guld^ to Selectintl 
Word Procesf in^ Equipment and Software 



The purppse of this worksheet is to help in iderjtifyjhg criteria for cbrfrparihg and selecting 
.word processing equipment and software. This process will §ijide planners throijgh fbyr tasRf. 

Task 1— ld§htffy the criteria tb be^Us^d evaluating eljCHpmeht or software.. . ^ - ' 



.4 



Task 2— Identify, for each criterion, a series of standards ranging from most desirable to 
Unacceptable and assigned point valu 

task 3— Assign hurnerical values to various^criteria td'alldw for relative impdrtaheJe. 

Task 4— Enter criteria on the priocity matrix foT^acH jjroduct. ' : , ^ 



Taski 



Select criteria to be used in evaluating the varibus^typfes of word processing eqUipmefit arid 
'software. Criteria should tie based dh the objectives of the program being plarihedahd ^hdUld be • 
reviewed by advisdr^cdriimitlee and industry personnel ihvdived in the prdpdsed prdg^rti. 
Equipment for word prdcessihg heed hdt be cdmplex dr'expehsive. Wdrd procesrsing:^^ricepts can 
' be taught Using electric iypewritersiand Iranscriptidn equipment. However, word processing 
* equipment cdhdepts and ejpuipment operatl(5fi training require some electronic equipment with 
memory and. storage capabiMtJes Dedicated word processor^, shared-logic kj^stems terrnjnal^ 
conritfcted td mainframes, and/or^ microcornputecs can be used. Some wocd processing software ^ 
designed for micnocompulers artd mamframesjdpe^ot have all the features that mosf dedicated 
.Y/prd processors have Micrqc^oniputers arej^^ expe^ processors: Some 

considerations when selecting equipmertt^rtTciude thejolifli^ing: 

_ __ J_ 1 _^ _ _ _ ^ J ^ ^ _ ^ _^ _ • 

• Cost: W^at is^ihe cost of equipment in tSms o^ the number of Workstations provided?^ 

_ -et _____*^^->. i J .__ __ _ _ 

• SerWce and repair: 1^ reputably, prompt local seryice availabte at a reasonable cost? 

■ * - , ■ ' ' . '■ ■ ' - • 

} ^ trainfhg: Is sufficient training olfered at nc cost for teachers to become thbroughly .famil- 
. ♦jar with the equipnierit? ■ • . ^_ _ : ^ ' - . 

• Teaching and training rhaterials; Are materiafe easy tb use. free bf "prbmbtibhal features," 
adaptable tb class time frames, inexpensive, and easy }br students t<i Uhderstahd|?' * - 

• hfidden requirerhents: Dpes equipment requir| special lighting, a dedicated electrical line. 
V Static-free carpeting, spepial temperature cdrjtrbl. special desks, special ventilatipn. or 

p' • soUhdprbbfihg ahd/d^dise cdhtrdi? * . 

; • Pent, /edse, qr purohaae: Which. optidn is jyallabjg? Are there any hidden, ongoing 
\ • cherges?x . - " 
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StOTBge {fUmgJ cBp3tWties: is there enough storage {memory) avaliable for kll students 
who may us? the equipment at one tinle? Is external storage (In the form of disks) avail- 
able for student use? What is the cost? 

Ease of operation: Are equipment'operations easy to perform? Are keys coded for easy 
dperatldri? Are bperati6ns closely related to standard typewriter functions? Is software 
menu-driven, or are there dedicated word processing function keys? If menu-driven, can 
the menu be bypassed to speed up word processing operations? Is there a charge for 
software use? Is backup copy provided? If selecting a microcomputer, are software pack- 
ages available to provide the needed functions? 

Upgrading CapabiUties: Can equipment be upgraded by hardware expahsibris or by 
upgrading of software? How expensive Is it? 

Durability: Will equipment stand up under classrobm use? 

Screen/ What size is the screen? thin window? full? partial page? How many characters 
appear horizontally on the screen? What size is the print oh the screen? What color is the 
background and print? Can the screen scroll to wider widths? 

Keyboard: Is the keybdaFd^similaf to the typewriter keyboard? 

Printer: Is the printer letter quality, quick, and quiet? Can it support more than one 
keyboard? 

feature capabiUties of equipment: Will it perform and how does i^V perform these 
functions? ' 

_ — J 

— Automatic centering 



— Automatic underscore 

— Temporary left margins (bibck'indentationsj 



, — Adjusting text (delete, mbve. Insert) by character, wbrd, line, br paragraph 

— Spelliri^check (proof pass) ^ ^ 
. — Sorting ' * 

— Insert/merge 

— Automatic carrier return and hyphenation 

— Automatic page numbering, page ending, and repagination 

— Cbmmunicatlons 

— Programmable keystroke for repetitive operations, phrases, or formats 



— Automatic header/footer 



2b 



Taste 2 



table of contents/index 
Math functions/data processing 
Global search in3 replace 
Search 

Varied line spacing 

Format lih^s on screen or in dbcurnen^. 

\ . ; 




4 Each criferibn selected ca^ be broken mto fourjeneral catfegorles tb allow a planner tb assign 
a value to each piece of eqaipmentjor each criterion. Fc5^r example, if training is deterrtiirled to be 

; one of the criteria, then a level of training that is Dnacceptable must be identified, as well a^ the . 

^^f^aWevei of training The remaining two values can then be assigned points bfetween the two.^the 
result would take the following format: , 

0 ^ ho training available * 

^ — |Ori-site demonstration only ^ . 

2 —lintrbductbry training only ^ ' 

3 — extensive training given with fbllbw-up training avai 

Indicate criteria ybU have selected dri .the left side ahd the various standards (br cell values) on 
tfie right, as shown below, YbU may need rtibre than five criteria: if sb. simply list them on a sepa- 
rate page. . . 



Criteria 
1 



Cell Values 

0 — 

1 — . 

2 — » 

3 — 



Q — 

1 — 

2 — 

3 — 



0 
1 
2 

3. 
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Tllka 

After criteria arid cell values have been ideritlfied. review them in or^er to determine whether 
each should be cbrisidered equal or whether brie or more have greater value to your equipment 
requirerherits. For exarhple. if cost is critical, its score may have to be doubled iri yqur decision 
making. 

Talk 4 . • ' 



Next, criteria should be entered on the priority matrix and each piece of equipment reviewed. 
Celi values should be assigned to each product, adjustment made for greater weight, and a rank 
drder jderitified The results will be the ideritification of the most useful equipment for your objec- 
tives/ sarriple appears iri Step 3 bri page 8.^ 
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WbRKSHiET4 




A Guide to Implemehtihg 




Word Procetiihg Traihihg 





T^ie plurpbse of this worksheet is to summarize arid brgariize the decisions made ori Work- 
sheets 1, 2, arid 3 iritp a coricrete plari of implemeritatibri. This plari cari serve as a guide to further 
developmerit of word prdcessirig trairiirig or as a part of a fbrmal prbpbsal tb begiri the trairiirig. 

___ _L _____ 
A. Objectivei for a Wprd Prbceiiihg Training Program 

CDmpiete those objectives that are applicable for this program. 



1. Number of jurilor high atuderits to be enrolled 

2 \Number of secondary students to be enrolled : 

3 r*Jumlrei^ 

, 4: Number of aduit students to be enrolled 

'_•_______• i._:^ „ ^ ■ : 

5 — total number of hours required to complete this program : 

6. ^ IsJgmber of coritact hoars per week to be provided to each student 

7. Studerit-teacher i*atib 

8. The area of iristrUctipn plariried t^-g•» cbricepts. operator skills; or rhariagemerit 

skiHs). ■ - ^■ ■ * ^■ 

9. Describe facilities available for bperatirig this curriculufh. Attach a list of equip- 

merit itertis rieeded for use by studerits In this pfbgram, (Worksheet 3 provides 
assistarice in selectirig word prdcessirig equiprtierit arid software.) 
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Descr|bejhe need for this program. Such a descriplidh should ihclUde but 
siio^id not b^e Mm lack of similar offerings by other 

training sources in the area, and results of student interest surveys. 
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Ciirrlciiliim Description for New Program ^ 

• List the criteria used to select the curricuium (See W6rksheet2, pa^^ 

1. V 



5; 



7; 



9. 



10. 




List major topics planned; (Obtain frdrti cUr^icUluryKfesdUrces selected.) » 
Topics Ihstrlictidnil hours 
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EXPLORING ^EbEeTEO CURRiCULUM RESOURCES 



The eight currlcurum resources selected for this guide Were ideritified through a review of 

recent word processing curriculuill developm projects. In order to be Iricruded in tfce review, 
each resource had to me6t the . fdllbwlh^ criteria: ' 

• ^Public domain: Availablwfrom hdhcdmmercififf sources and developed under contracts 

f ' grantaUrom private fduhdatlohs dir govern rrient sources 

• Availabijity: Available through purchase, Idah, dr the ERIC system , 



• Usability: 

• Cdmpatabilit 



^_P_P/_^PPI'^^ic>'iyse with one or more df the target pdpulatldris served by 
vocational edudation 



• Timeliness: 

• Cost: 




§PI°P?'^1^ for use in one or more of the delivery systems usld by vdca- 
j educators 



Developed within the last five to six years 



Cost of purchasing and implementation reasonable in terms of expected 
outcomes 



The fdllbwihg resources met these requirements arid are iricladed in this guldef; 



Curriculum Retburce 

1. Cdmpefency-Based Educa CurntuYum 
for Word Processing 

2. Competency-Based Word Prhcessmg 

3. bevelppmg a Cmriculum for a Word Pro- 
cessing Certifwate 



A: Introduction to Word Processing tjnits of 
instroction 

5. Word Processing S 



6. Word Processing Correspondence 
Speciaiist " - 



, Authbr(s)/Pr6Ject Director(s) 

Susan Armstrbrig 

E. Elaine Webb arid Betty A. Kleeri 



Bert Willlamsdh arid Sally N. Samuels 



Elaine Bijrrdw 



Patricia Moody, Gerelyn Burcp, Joan 
Coughrrran, Evelyn fiarvey, f^ancy Hawldns, 
and Prances Welts 



Wijiiam d::Sct)arter, Helen S: Haywan, and 
Craig A. Seger 



i 
r 

i 

m 

C 

- art 
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7: Word Processing Currlcutum Guide: A Frarices larsen, Sydney Barton, Kathleen 

^^^^Sag/nm Cmne^J^neryKHardy 

•'.^^^■ ■i^:^y^,^:.y-^^ - ■ EJfioy Zenlner 



8; Word Processing pjarricufm^^^U^ n4ary Eirzabetfi PeWy, Elaine Turk, and 

. >^^ ' * ./. ' Carol Pam 

The review of each of these resources is grganlz^d as follows: 

. i, J/r/^ ■ * . '. . - • . . - . 

2. Source • • ; ^ / ^ 

- . ^ ' ' : i - • • *' • J '- 

• - J. Maierim > : ' . f - ' I ' , > ■ . ^, - 

4. Level and Sibpe \ v / ^ 

5. Porrhat * : * • * "> ■ • - ^ 

*6. Special Peat u res ^ - * , ; \ « ^ - 

7. Instructional Units . ■ * 

■ , " n ■ • ' ;, - ^ , :•' 

ff^ Sarhpfe Pages ^ ^ 

In order to pr>3^ide the reader with further assistance, summary charts are pr^/ided i4at:the 
Appendix. Using the information from these charts, planners can tletefmihe the curricula Best 
suited to their needs. - v ; -j- 
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RESdURCE 1 



1. Title: , Competency-Based Educati^^^^ 

2. Source: Vocatjohal Curricurum Labors 

Cedar Lakes Cohferehce Center -> 

Nipley^WV 25271 . ^ 

(304) 372-8673 / 

3. Materials: Teacher's Guide Tor the Cdmpefen ^ 

Student Material for the Cdmpefency-BasedE^^^ 

: .. ■■ ■ ■'. ■ .". ■. r • ' 

4. Level and Scope: 

Corfipetency-Based Education Curricuturn^for Word iProceissing provides seven 
modules of ihstructiph that can be used in sequence for^ introductory course in 
word processing or for integr^oh into bih^courses. Each moduje Contains a set 
; of dbjectives with a Job Sheet and tasks to be accbmpHshed through the learner- ; 

centered activities fdreach of these'bbjectlves. Materials are appropriate for second- 
ary and pdstsecdhdary studenis. 



5 * Wdrrnat: ' • Objectives 

. . • Job sheet lor each objective 

— Task to accdmplish . 

— Materials needed " ? ' 
" — Learning activities ^ * ^. 

' • information Sheets 

6. Special Features: - ^ 

, . • Used for grdUp or individualized ih^^ 
• Requires use df reference matirials 



7: Instructibnal Units: 



ihtrodiictibri tb Wbrd Processing 
Ehglish/Prbbfreadihg " 
Typing v ' L 

pfficiei Machines v i. 

Job Techniques 
Office Procedures _ 

.Operation df Wdrd Processing Equipment 



Sarhpte Pages: 
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Sampif 1: tilt of Cdmp^ti^nciu and Taiki (jj 



I (tfom itDdent material) 

'If. 



Following) is a list of all the tasks inclDded in each module of this curriculum: 



Uni) I ^ Introduction tp Word Processing IModale 



1: Define word processing and describe the methods of processing words. 
2. Despribe the word processing cycle and how word processing may interact with other 
office systems. 

Identify the four basjc parts of a word processing system and explain the role of each 
part. * 

Define a list of word prbc^^hg terms and spell these terms correctly. 
Make ah oral or written reporWn either a correspphdehce secretarial pdsitidh, ah admin- 
istrative sepretarial position, or a supervisory pdsitiph in Ihe field of wdi'd processing. 



3 

4. 

5. 



Unit II - Ehglish/Pfbofreadihg Module ^ 

1. Capitalize words correctly in wntteh comm 

2. Express numbers cdffeistly (figures or words) in written communication: 

3. Use abbreviatidhs cdrrectly in written comm 

4. Use the cdftima correctly in written communication. 

5- Use the hyphen cdfrectly In wrjtten communication. ^ 

6. Usb the apostrophe correctly iji written^ co^ t-^ 

7. Use the semicolon, quotation marks, and colon corred^y written commuriicatidrt. 

8. Use the dash, parentheses, question mark, and exclamation point correctly in written 
communication^ ___ 

9. Recognize complete sentences, sentence fragments, arid run-bn sentences. 
15: Spell business vocabulary words correctly ^ 
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Sample 2: Introdactlon to Word Proceiiing, Unit I, Job Sheet 4 



Task: Define a list of word processing terms and spell these terms correctly. 



Materials Needed: , ■ 

1. Information Sheet 1-4 - "A tist of Word Processing terms €ind Definitions" 
' 2. Cassette tapes of word processing terms 
3. Cassette player 

Paper . . ^ 

5. Pen or pencil 

6. Information Sheet i-4a - •'Unscramble the Words" 



Learning Activities: 

— I — _ _ _ __ _ 

1. Obtain Ihfdrmatidh Sheet 1-4, a list of word processing terms arid defiriitioris. from your 
instructor. 

2. Your instructor will designate 15 words each week for you to study. Of the 15 words. 10 
words will be selected and dictated from a cassette tape for ybu to spell arid defirie. 

3. Write on a sheet of paper the correct spelling of each word as it is dictated bri the 
cassette tape. (Leave enough room after each word to write the defiriitldri later.) After ^ 

wPhten each word correctly, go back and define each of the words. ^ 
4: When you have fin^ished each quiz^ to recheck all of ypur words and then turn 

your paper irr to your instructor for grading. - - 

5; You rnay choose to'^'take nnore than one quiz each week deplfending on yogr individual 

progress^ Ask yourms^ructorJortheJ^ape each time j'ou take a quiz. 
6y Using the list of word proc^e^mg ternris, pl^ay the game Password." 

Your instructor win explain the procedures for playing this game: 



e 3: introduction to Word Processing, Unit 1, information Sheet Ma 



Unscrambre the following word plTpcBSSing terms: 
Group 1 > 

1:bTIGEIIsi : 

2. fRIROYTPl - 



3STKESEblT = 

4. VIBiASEbR 

5. EGGTSRA - 



Gr6iJp2 

1. UNMDCOEt. 

2. LNSLCGROL 

3. MFIELISAC- 



4. RIPRUSEVSO. 



5. TSBIUDTONIRI 



e. RNEPTRI _ 
7. TUOTPU _ 
8: FiebRSO _ 
§: VIRbiNES 
10: FUEFRB — 



6. RTELET 

7. fPUNll_ 



8. PLYFPO . 

9. YMSETS- 



10. GLNGIGO 



I 
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RESOURCES 



1. ntle: 

2. SbiJrce: 



Cbmpeiency-Based Word IProcessing 

ERIC Dbcumeht Reprbductidn Service No. ED 22§ 627 

Oh:46an from: 

■'^^ 

b[sseminaJion and Utljization Progra 

the National Genter for Research In Vocations! Education 

the ©Kio State University .' 

1§6b Kenny Road i 

eojambds. OH 43210 

(614) 486-3655 - 

1-800-848-4815 (in the continental U S: outside Ohio) 
and 

State Supervisors of Business Education * 



3. Materials: 



Units in thirteen instructional areas that provide specific entry-level jobs In word 
prbcessing; instructibnai aids and suggested instructional activities sources for ' 
additional teachin.g aids and supplementary materials 



4. Level and Scope: 



The porpose of this resource is to Introduce students In grades nine through twelve 
t^o word prqcess|ng—bjisic cqncepSs. career opportunities, human rejations, clerical 
®l^i^i'5'A^^°iRn^?^L^_?l'9'"J'^ transcription^ proofreading and editing, and 

records ^an^agement and reprographics. Urn instruction that^rov[df students 
with an opportunity to learn to operate equipment and develop a rria^^^^ in 
producing various documents with word processing equipment are included also. 
They may be used in total as a course in word processing, or various topics and 
activities m^y:be integrated into other courses such as office procedures* office 
machines, Typing 11, and cooperative programs, Ideaily, the materials would be 
presented to students whb have completed Typing 1 and have had two years of 
English. , : 



5. Format: 



Iritrbductibri >^ 

Competencies to be achieved ' 

General peKbrmahce dbjectives7g 

Specific perfprmahce objectives and ^astery criteria 

Suggested interest approaches 

'Methdddrpgy for teaching 

— Uhit outline ^ - V 

— Specific performance objectives with individual and group liarhlhg 
activities, ^ . . 

Unit jest ^ 
Unit test answer key 
Evaiuatlon and testing 
Needed equipment and supplies 

Supplementary teaching materials ' ^ * ,^ 

Resources ' • p 
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6: Special feBtares: 




The curriculum gUjde provides bibliography of the matenals Used for resources ji 



i ' deueldpihg. each of the units Each Unit cdhtaihS ah extensive list of " 
"1 4. sUf^plementary teachlhg materials. These source materials include films, film strips 
- with cassette\^s, kits, periodicals, practice sets, simulations, transparencies, and 



• fiasic Concepts of.Wbrd Prbcessirijg 

• Career Paths and PpportUnlties 

• HUmah RJIatibhs_Skill5 for Today's Office ' 

• General Clerical SRIIIs 

• Effective Cbmmuhicatiph Skills , 

• Equipment-related Skills 

• Machine Dictation and Trahscriptibh 

• Prbbfreadmg and Editing 

• Records Managemeht and Reprographics 

• Producing Mailable Documents from Longharid 

• Prc^ciVig Mailable Documents from Rough Drafts 

• PrOj^pfng Mailable Documents from Machine Dictation \^ _ 

• Prootifclng Mailable Documents Using the Unique Features of the Provided 



textbooks. 



7. Instructionat UrUts: 



Software 



B Sample Pages: 



Sampie 1: Career Paths lifd Oppbrtuhitiei 



Introduction 

- . ^ ^ ' . ■ *»■ ■ 

The word jDrbcessihg movemeht has been responsible for the changing job respdnslbili- 
tles associated with office jobs, fhere has been a tendency to redefine jobs in the office 
Under a centf aj[ized mahagemem system offering greater opportunities foradvaricemeht In 
this field. The purpose of this unit is to prepare students who enter the fielcTof word process-, 
ihg to identify available career opjDbrtuhities. If office workers are made awdre of these oppor- 
tunities, they will be motivated tp Use their jobs as "stepping stories" to prbrflotibris. These 
"stepping stbhW' form career pa ^ i'^ 

Cornpetencles: 

\' lcJentifylng^are45r opportunities in wor^ / ^ ^ 

2 Describing job positions fDr word processing. . 



General Performance Objectives Goals: 



1: Ijdentify career pajh options |n word process|rtg includjng correspondence support^^^ 

admjnistrativesapport, rnanagement and supervisory personnel.^and marketing support: 
2. Describe career possibilities in word processing: - 

. . : f 
Specific Performance Objectives an " . 

1. Ori a written, test, studerits will' be able tb list and describe at least threes Jobs made avail- 
able by word processing. ' 

2. .Given ah appllcarifs qUalificatibris. studerits will be able tb ideritify bri.a writteri tesf at 
_ . least five eritry-level word processing skills the applicarit pbs'^esses. " • * 

3. •Given a list of five word processing pbiitioris iri a cbrripariy brgariizatibri br> a writteri 
test, studerits will be able tb explairi the relatibriship of at least threi pbsitiblis tb a cbm- 
pariy's orgariizatibri. - ■ 

4. .Given a list bf jbb titles bri a writteri te^)t. stUdeiits wiH be able tb ideritify the jbb fUric- 
t[ons associated with at least four of the^ - ^ - 

5. On a written test, students will be able to illustrate a vertical career path in word process- 
: ing with 75 percent accuracy. / r ^ 




ERIC 



S^L^ple 2: Methodology and Ootline for Career Pathi and Opportanttles 



Melhodoiogy 

This u ml will enable the students to^^ In smalJ groups, Indivlduajly, or as a coopera- 
tive part of a large project: it has been designed to utilize SklMs ajready developed and to 
expand these skills to better prepare the students for employment in worcf processing, 
^^cthods of teaching to^e e'^pjo^yed mclnde lecture, ^audiovj^ L^^i^'§°A' J'^r^''y /?^®^''5'i^j 
sharing thrbugh reports. fieid.Uips, ^[a4^1'^Q^M®?l''®^^'"9^R"^®^^ 

and testing.. Much of the content must be gathered from various sources available to the 
instrottdr. Many of these sources are listed irl the resource section of this unit: 



Unit Outline 



Career Paths and Oppbrtiihities 

I. Skills heeded by ehtry-fevel word processors 



A. KeybbSrdihg 

.B, Proofreading 

C. Oral cbmmuhicatibh 

D. Basic language 

E. Human i'elatidhs 

F. Cdmpositidh and editing 



G. Machine transcription ' 

H. Records mahagemeht 
I- Rejprbgraphics 

J. Mall distribution 

K. ^ Using reference materials 



II. 



Career paths 

A. Correspondehce support ' . 

1. Word processor trainee ' 
Word processor operator 
Word processor specialist 
Phototy pesBttin 9 s pedal ist 
Word processor trainer 
Proofreader 

Administrative support 
1 Administrative secretary 

2. Senior administrative secretary 
Managem^t and supervisory personnel 
1. Word processor specialist ll/assistant supervisor 

Word processor supervisor 
Word processor minager 
Administrative suppbrt supervisor 
Staff analyst 

Adh|ihistrative suppbrt manager 



B 



2 

3. 
4: 

5: 
6: 



1. 
2. 

3. 
A, 
5. 
6. 



1 } 
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4i 



1., Give a pretest to determihe st.udenfs' anderstanding of the term "career patjis," th*e 

bppbrtuhitles. available in word processing, and the rodie to fdllpwlo achieve the desired 
career §bal^. • ! • ^ ^ ^ 

2. Introduce this unit by explaining the difference between correspondence support and. 
admihistrative support. AsR students which path they would be more interested in arid 

. frarh their responses ascertain which fieW 

3. '_ Ihvjte a word prbcessihg bperatbr or administrative seci^tafy to explain the dperatidra of 

a word processing center and the dutre.s bf varibus job categories. 
_ - _ _ '■ , ■ •■ 

4. Arrange a field trip to aldCal word prbcessing center if there is brie in ybur community, 
bu ring the visit have the manager describe the categbries bf emplbyees, their duties 
within the categories, and the skills heeded by prospective emplbyees. 

5. Raise the fpllowing question for discussidh: Which office career^,, bther than wbrfl pfo- 
.. l^^^^j)^^ po^?"^'Sl for advancement of entry-livel pe^sdKhe^ without exfeHs/j^e 

retraining and/or study? ^ ^ > ' 

6: Assign articles to be read on job titles in word processing and have students report on 
their findings: 



'These are included in each unit. 

* . 
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Sample 4: Specific Perfoririahc^ Objectives and Learning Activities ' 




K 

1, Students will be able to list and describe on a written test at least thr^jbbs made avail- 
-^able by word processing. 


. , Subject Matter Cojrttfnt ; 'V- 


Learning Activities 


- Career Paths - 

\ ' ■ - 


• Complete the Crdssv^fd Puzzle after 
. , reviewing the caicejBr path t^^ 

• Complete the Stramblf d Words activ- 
ity after reC'iewing carefer path terms. 

• piscuss vafious jobs made available 
^> by word proces$Hig. 

•> Select two jobs in the traditional office 
setting and twq^jobs in the word pro- 
cessing' centetr and describe each. 

• Prepare a bulletin board using job 
titles made available by word ^ 
processing; 

• ■ 


^, Oiiven an applicant s qualifications, students will be able to identify on a written test at 
least five eht^-level word i^ocessing skills the applicant pbssessesf. 


Subject Matter Cdntent 


Learning Activities • 


Skills rsieeded by Entry-level Cord . 
: Processoi^s 

■ '■'.*'• 

^ V 

1 . 

*• . ■' • 


• ^ Complete the Misspelled Words 
' * ' exercisi^. 

• Complete the exercise oh the Use of ref- 
erence materials. 

• Discuss the importance of clear, concise 
oral communication. 

• Prepare a mailable copy from a typing 

' textbook rough draft containing proof- 
readers* notations. 

< 
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1: Title: 



2 Source: 



WB S O W C B 3 



Developing a Cumculum tor a Word Processing Certificate 



Research Coordinating Unit 

earn mjssion for Vocational Education 

State of Washington 
biympia. WA §8504 \ 
(2b6) 753-1301 : * ' 



3. Materials: 



Ten course descriptions aiid 
cate iri word processing (one 
(two-years) $ 



l^ines tha^l are u^sed to pWn programs for a certifi- 
ar) and ah ^g^sc^^te dd^ree in technical arts 



4. Level and Scope: 

The curriculum is designe/to provide trairf ing at trill twd-ye'Wtdllege level by Util- 
izing existing courses in pTfice occupations. midniahagemeht\msihess adrtiihistra- 
Xjon, computer science. English, and psychology and to create ^gjd processing 
courses as needed: The objective is to provide marketable skills fl^word process- 
ing operators: 



5: format: Ten cours'e outlines including— 

'• Course descriptions 

• Course content and performance objectives . 

• Course grade evaluatibn 

• Required materials 

• DptiOTial materials t 

• Class harictot^s (in some courses) 



6. Special Features: 



Ite^s are b^ed on review of thSMIler^ture an,d review by word ^ocessing 
professionals • ■ 

Includes appendix on job titles, current salaries, and job descrijRN>r^ 



7. instructional Units: 




Advancej^yping 
Advanced Typing II 
Typing SkiM Building 
Memory Typewriter 



• z Business English 7 

• lnUoduct[on-to Word Processing 

• Electronic Typewriter ^ 

• fJlachirie Transcrf^tiorv 

• ward Proqessing * 

• Computer Application in Word Processing 



8. Sample Pages: 
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Sample 1: Courie Outline 



Computer Science Department 
CS132 - Gbrnpcjter Applicatior^ In Word Processing 
3 credits 



Course Objectives: 



Student will learn to use the WordStar prqgram^ for the DE computer and apply accept- 
able word processing techniques to produce rnailable copies. 

^ • _ ' * ^ " ^' 

Procedural Objectives: ^^^^ 

■ ■ At 

1 . Student will learn to turn oh the corriputer. log onto the system, bring up the word pro- 
cessing package, keyboard data, and produce a hard copy. : ' 

2. Student will gain practice in^^eybdardihg. editing, storing, retrieving, and distributfng 
Informatidh. 

3. Student will be able to handle short and long documents, standard arid repetitive docu- 
ments, and documeijits requiring variations such as letters orcohtracts^ohsistirig of 
standard paragraphs needing to be rearranged, form letters with threg fo five yariatioris. 
and reminders d^Jiifig for a standardized letter with a blank in the body to be filled out. 

^ • ■ 

Course Content: 



1. Specialized terminology 

2. Computer manipbiation 

3. Creatirig a ddcament 

4. Retrievirig a stored dbcament # 
.5. Correctidri methods * 

6. ^ Editlrig capabilities 

7. Fbrmattirig - 

8. Prihtihg. . 

-J 



f 
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Sarrtple 2: Coorse Description 



Office 252 ^ . . ; . 

Word Prdcessihg ^ . * 

2 credits 

' " ' " ■ . . ' ^ ' ' ■■ 

Student v^UTei^rn word prdcessihg concepts and applications on the Lexitroh VT 1202. 
This course will be taught with permissidri df the instructor at a tjme arranged by ^bth* 
th3 student and the instructor. . 

prerequisites: Typing Speed: 5a\A/.P.M. 

Ability to follow direltions and work iridepehderltly 

V _ _ /' / . . ' y< . 

Sappiies: Diskette, ribbon, and pifper (provided) 



Course Procedure: . ' 

■ ^ . ■ ■' ' ' ; ' ■ ' 

1. student must arrange a ti^e for an introductoj^y session with the instructor. Student will 

then arrange a reserved time to use the equipment: * , ' . 

2.. Training on the Lexitrdn ^1^202 is avaUabje on an individual basis with supplemem^ 
help as needed. The mateHais have beesh carefully selected to enable the studtent to pro- 
ceed on this basis. IT IS VERY IMPORTANT to follow the instructions in the book. ' 

3. The Lexitrdn VT 1202 is reserved for the student at the time indicated:' Reserved:tlme 
only should be used» It takes apprbximatelyiO hours to complete the basic instnoctibn. 
Ah additibhal 10 hburs shbuld be planned for lefarriirig applications. 

4. The diskette shbuld be handled and stbred prbperly. Exercises are riot to be suBmitted 
td the ihstructbr; they/are for the student's ^r^^^ 

5V After ix)mpletihg the basic learning mbdules.^he studerit will submit ari^drigiria^ piece bf 
wdrk. This Wdrk will show the student's uhderstaridirig bf the machine's basic < 
capabHities. 1 _ ' _ 

5. Grading for this course will be on a Pass/Fail basis. Students wishing a letter grade must 
make arrangements with the Office bccupatidhs Depart^^^ 

7. Thf instructor Should be notified immediately if any problems dccur. Smdkihg. drinking, 
and eating are prohibited in the word processing center ^ « 
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1 Title: . Introduction to Wgrd Processing Units o f fnstwctiori 



2, Source; * • ERJC Docum^tit Reproductiorx Servlqe No.^a216 179 

dcMpationai earncaiam taboratory - 

st^ Texas State UniversMy ' ' 
ommerce. TX 75428 > 
(214) 886-5623 ' ; f 



3: Materials: eurricalam gaide to wor0 processing ^ 
. A Levehan'd Scope: ^ . ^ 

This resource is designed to provide secorrdlry students witfi prerequisite skills for 
ehtry-Jevel positions in werd processing - " 

■ . ' » • , : ■ ' ' _ ■ . 

5. Format: ^ • Objective fheet, Subjects qdv^ 

• Note to i^jstructbrs^heet— iriclucfe suggesitqfts for gathering reference materials 

4 ^ pnd supplies, visual^ids. field tH r 

• Jhformatibri sheets/fbrf either group or Iridiwduai instructidh " i. r 

• Transparency madl^rs \ . p . . ■ ' " 

• Activity sheets-^desighed for student use yV/* 

• • Answer shee^ts for activities I ^ '' f' * 

\ • Unit tests (with answers) \ - ^ ^4' 

6. Special features: ^ • / ' ' J .-^ 



• Resburcesv films': pubMpatibhs, and manufacturer irifdrmatioh 

• ^llustratibh^, pictures, arid transrarencies 

*7. InstrucfiJDiJMJJiiifs: 



^ - ^ ocepts and Theories cj^^ord Processing (Including microcomputer) 
^ bariguage Usage, * 

• Matnematics ^ i ' ' * # 

• Machine Traristrlptidri arid Dic^ ' < 
Jbfreadfng ' 

>lrig Resources arid Reteferices . 

• Typlrig {separate clirriculam guide from jjame source) 



B. Sample Pages: 
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Sample 1: Objectives from Unit ll^Word Processing Equipment 



After completion of this unit, the student will be able to identify equipment used in word 
prQCessihg Systems. This Kribwledge win be evidenced through dembhstratipH ahd:successful 
cbmpletibh bf the unit test. ' ^ - / ^ 4;^ 



SPECIFIC OBJECTIVES 



After cb/npletibh of this unit of ihstructibhr the student will be able tb: 
^ . V 

Define terms associated with word prdcessihg equipment 
Idehti^ four types of discrete nigdia equipment 
List four types of discrete media |; . ; 



1. 
2. 
3. 

4. Describe endless loop media equipment 



Identify three types of stand-alone systems^ 



6. List the components of a display and mechanical text-edito 

7. Identify three types Of interactive typing systems, f, y..^ • r __ 
6. List the two types of equipmerit that can be intet;faced ^ith word processing equipment/ ^ 
9. L]st the st^orage media used with^ __ 'l _ _ _ J^'' 

10. Identify tlie PJ'ntmg mechanisms D^ed to p^^ouX the information that has been stored 

11. identify the four types ofTeprojJuction e^ -__ 

12. Identify the methods used for distrtbptibn of documents in a word processing system 



Sample 2:^Note8 to Instructor for Unit II— Word Processing Equipment 




I. Preparation for Unit 
A. 



Order films from sources'provided in order to shovtf'appropriate fili];t)<> introduce 
word processing equipment. 

B. Obtain brochures and inforrtiaiipn on word procesi^mg,equlpn]enyand supplies from 
the llgt>df manufacturers provided jn^ Unit I. ^ 1 3- _ " ^ j,^ 

C. GatfT^ any additional resources and retenences to provide addrt/ohal information to 
supplement the J3n it: 

D\ .Resign a bulletm board nsi7?g the brochures and pictures 9Wa|r3e~d from^lhe manu- 
facturers to introduce the unit: Citegorize the equipment and supplies according to 
use so students wiU b^^aBre to id^nti^ the word p/ocessing equipment more easily 

E: Arrange for a.word processing vendor to visit the class to telj^abbut v'arioas word 
processing equipment Qvallable. Se^ if the vendor wljl bring spme equipment fbr 
demonstration to the class. ^ ■'■ - ^ 

F. Arrange for a field trip tb a cbmpany that has ^ wbrd prbcessihg center br uses word 
prbcessihg equipment sb students will have an bppbrtuniVy tb see the equiprnent in 
. use. ' ' * ; i 
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- ' - * - 

... . , • ' ■ % 

II. Objective Sheet ^ 

A. Discuss the unit and specific objec^^^ 

B. if necessary, add objectives to tneet fully the heeds of fhe students. 

Ill- Information and Activity Sheets \ _ _ _ ^ 

^ A. Information Sh^et l^lNPUT EQUIPMENT 
■ ^ ' 1- Discuss the information presented. 

2; < Have students complete Activity Sheet 1— T^MINOLOGY to reinforce the 
Information studied. it _ _ 

i.. 3. Have students read and report on an article regarding word proce-sslng equip 
ment. (Use the magazines lubscrib^d to in Unit I.) * 
B. Information Sheet 2— OUTPUT EQUIPMENT ^ 

1. Discuss the information presented. ^ 

2. Provide examp[e5^ '^^f^^M^JyP®? ?^ equipment discussed: 

3. Havestudentscomplete*the following activity s 
,aT Acti\ritySheet2— TERMlNdtbSY T 

b. Activity Sheet 3— CAtESdRIES OF EQUIPMENT 
Activity Sheet 4— COMPONENTS - 
e. Information Sheet 3— REPR^UOTlON AND DISTRIBUTION EQUIPMENT 
'1: biscass the information presented. 
2; Provide examples of the equipment di|vC 
3. Have students complete Activity Sheet 5— TERMINOLOGY. 
IV. Ahsw^rs to Activity Sheets 

A. Answers are provided. t 

B. Prdvide^Qri'swers for any activities; added. ^ v 
v/' Unit Test . 

A. V^rmus approaches may be used in testing. 

^ Tests may be M5ed as a 

2. Each part may be given as the in|ormatioh is ccimpleted. 

3. Tests may be given Upon cOmp^iOh Of the entire unit. . « 

B. Add test pai^ for any information added to the unit. 
. . ^^1. Answers to Unit Test 

^ * A. Answers a^e provided. y 

B. Provide answers for any questions aoded. 




Sample 3: Informaiion Sheet for Unli jj — Word Processing Equipment 



As you have already learned, equipment is one of the three compohents of a word pro- 
cessing system. The following Information explains the various types of equipment available 
and how each Is used In a v^ord processing system. To assist you in underistanding the infor- 
mation presented, the equipment is categorized according to the four areas of use: 

___ ^ 

• Input Equipment 

• Output Equipment . 

• R^P^'Oductlon Equipment ^ . 

• Distribution Equipment ' ' 



1: terms and Definitions 



A: Access time— t^e time required to transfer information from an*inpat dhit to the wf 

locaribri in memoiy where it will be stored ^ « • 

B. DE— dictation equipment ; — 

e. Dedicated recorder— a recorder used for one type of dictation or by a specific indi- 
vlduaF(s). For example, the recorder may be used for dictatibrr of cbrrespbhdehce br 
fbr dictatibh bf le^al dbcugjents. ' ^ 

D. Discrete media— recording med^a which can be removed and stbred. mailed, br ^ 
placed in bther equipmeiat - * v 

E. Endless loop medium— a sealed, cbntihubus loop of magnetic tape used'fdr record- 
ing ihfbrmatibh / ' 

F. Input unit— a device into whith information can be entered? a dictation recorder 

G. Magnetic media— belts, cards, disks, tapes, or cassettes coated wjTFTl^agp.^tic mate- 
rial, for use with word processing equipment; dictation or keystrokes are recordeid 
and stdrejd Oh the media 

\ l^lagnetic modiurh— the singular form of the word magnetic media . 

J. -Optical Character Recognjtjqn (OCR) Pleader— a reader used to scan and recognize 
• prmted^characters and cheyige them into digital signals for input onto a magnetic 
medium . ^ 

J. Flandom access— the abiljtyjo find Jntorr^^ on magnetic media, regard-- 

less of where the informat[on 'sjocated^on Jhe medja 

k. Recorder— the. unit in a dictation system which records dictation on a magnetic 

medium • ^ 

t: Recording media— paper br magnetic supplies used tb record arid store irifbrmatibri 



II. Input Equipjrnent - 

- ■ .] ' V • • 

- Us^ of dict^Ubri/recbrdirig equipment is^rfrie bf the methbds thrbugh which material tb 
be typed is puf Iritb the system. The dictatibri/recordirig equipment is uSed by the princi- 
pals tb dictate material britb a recording medium. The materia^ is later transcribed by a 
wbrd prbcessirig specialist using ax^xt-editirig typewriter? Dicfatibri equipmeht is categ- 
brized bVJihe type of recording medfe used as either discrete or endless loop media. 
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Discrete Media Equipment. Eqaipment which uses discrete media J^or record ing_--i-_ 
Irifbrmation. the recording unit has a removable recording jpediu'rn. sbe^ as a mag- 
netic belt, tape cassette, cartridge, or dfsk. which can be removed frpm tfie record- 
ing unit and placed In a transcription unit or filed for later use: 

• : ; i _v _ ; I J 

y ' Tyfies of discnete media equipment^Por|at)/e vniis are self-contained, hand-held 
units which enable the pHncipal to dictat^e optside jt any time. When 

the material Is ready to be transcribed, the recording medium is rernoved and 
placed in the trahscriptidh unit (i'fe:. a baitery-operated cassette recorder); 



\ 
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Sample «: Activity Sheet for Unit H—Worci Processing Equlpmehi 







Directions: Frdm the list of words below, write each term under the ' 


appropriate category with which It is normally associated. 


Typebars . 


SharBd-logic text-editors Fiber optic 


Cbj^e memory ' 


Automatic repetitiveiypewrlters OCR 


Perforated tape 


. Magnetic floppy disics ' Daisy Wheel 


Magnetic tape 


Communrcating text-editor Built-in storage device 


Mechanical text-editor . 


Photocomposition equipmeat^ taser 


Time-sharing text-editor 


bisplaEy text-editor v ink jet printer 

- - " * >\ ■ :i ■ " " * 


Stand-Alone Systems 


! fnteractiv^ Systems 

— — ^ . ^^r:.. . - --- 


> y * _ 




; 








Interfaced Equipment 


* , ■ ■ ,' • ' ■ 
^ . Storage Media ; 










• * 


Printing f^echanisms * 

■ ^ ^ ' t 

■ • . ^ . - ■ 










« 










* * ■ t ' 
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r Title: 



RESOURCES 



Word Processing 



2. Source; ERIC Dpcument ReprqdCJctidn Service No; ED 179 804 

eorricqlum PobHcatiori Clearlnghduse 
76 B Horrabin Hall 
Western lilinois University 
Macomb, It 61455 
: (309) 298-1917 



3. Materials:'^ .Gmdttoj^ord processing iristr including an IntrodUctibn, a cdUi^se outline, 

: and a^ection giving. clasters of W'ord processing cornpetencies ^ 



4. Level and Scope: 



5: Format: 



This is a twelfth-grade l^el, cdmpliite guide tcx activities for word processing - 
instruction. Section one stresses word processing concepts, history, cbmpbhe'nts. 
' phases, future job descriptidns, skills, and prerequisites. Section two preser^ts the 
complete course outline. Septidh three gives the cluster of word prpcessihg com- 
petencies. The learning activities pfdvide activity sheets, gUidelihesv suggested ptbj 
ects, and ofher resources to be used in rtiasteririg cdmp^tehciel • ■ 

^fP^A'^^J^I ^P^L^"^ processing (jjompetehcies along with suggested activl- 

1° ?^P^'®^® competency. Tliachers could include equipment compe- 
tencies The gojde is designed to be used as a resource for teaching word process- 
ing introduction. and entry-leve[training foe secondary students, it mclu,des 
enrichmlent activities for advance^ students to learn word-processing supervisory 
skills. 



6. Special Features: 



Bibliography, guide to selecting equipment 
Advisory committee guidelines 

Sample word processing forms, word processing methods 
Glossary jy ^ ■ 

Cooperative wor.k^^experierice statement 
Guidelmes for simulation of word processing system 



7. Instructional Units: 



Human Relations 

History, Concepts, PrdcedUres. and Job Opportunities 
Communication Skills (dral/writteh) 

^^^Iprnent Proficiency, Keyboardihg, DictatJ^dn, and Trahscriptidh 
Reprographics, Records Management, and Di^iseftiihatidn 
Gienefal Clerical Skills 
Enrichment Activities (Supervisory Skills) 



8; Sample Pages: 



Sample 1: Equipment Proficiency— Key boarding, bictation, and transcription 



Competency 1: The student will demonstrate correct and efficient operation of key boarding 
equipment. (Correspdhdehce) 



4;r 



A. Proper coding, formatting, and error cbrrectioh by appropriate means. 
1. Record alphabetic and nuhieric data cbrre^^^ 

^- ^9L^^^^ ^^^P^^ while recprdihg by Using backspace cbrrectioh. 
3: Edit recorded data. ' - 

4: Know all codes pertlneritto your machine: 

a. Genter[ng 

b: Tabulating 

c: Underscjjrmg 1 ^ 

d. Stopping 

e. Switching 

5. Use magrieticmedja properly when applicable. 

6. Use memory feature correctly: 

7. Operate GRt when avraNable: ' ' * 

8. Retrieve stored rriateriaLarid be able to play back when applicable. 

B. Accuracy and speed in typing straight copy, statistical copy, reports, and other office 
cbrrespbridence with errors corrected by appropriate means. * 

1. Use tbuch methbd and error cbrrectiori by backspacirig. ^ 

2. Use features that are peculiar to operator's machine when formatting; 
Efficiency in prbducihg final cbpy frbm rough drafts: 

1. Fbllbw prbbfreader*s rharks. 
^ 2, Follow all directlbhs- • 

3. Use prdper fbrrhat: 

a. Margins 

b. Pagihatidh 

c. Headings ' • -. 

d. Tabs 
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4 



Activity 3: Type ^hd play back two repetitive letters wit^i variables. 

, •■-(.-* ■ ^ ^ - - 

Instractions: * ^ ' 

1: Type the letter exactly as shown in Problem Two on page 95 puttU^g In the appropriate 
" STOP inslractlons: cf ' 

2: Store the letter. ' ' " ■ ' * 

3 Recall the ietter'fjpm Storage. : 

t » --- --■ - _,_ ^ ^ ._ 

4. Depress the proper button sp that variable information will not go into memory; 

5. Play back the letter typing in variables provided in Prdblems 3 and 4 primage 95: 

6. Proof read vdriSble ihfbrmatidri. 
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Sample 2: Equipmerit Proticiehcy— Keybbardihg, Pictatibh^ arid Trahscfiption (c6n*t.) 



Prbbleffis: 2-4. (Use the letter format in problem 2 to.complete problems 3 'and 4.) 

Problem 2. . . " 

_ _ ■ » ■ ■ 

Datt(lJ 

Inilde Addreis (2) 

baar^ (3): ' 

thank yoD for your letter oj the services offered liy Ihst-a-Wdrd 

and reqaestlng a visit by one of oar staff members. 

Name of staiff member (5) will be in toach with you to arrange an appointment. ' 
We look forward to working^with: you and your company: 

SihceS-efyi ^ - - - ' ^ * 



T. Spencer 
President . ' * 



Problem 3. 

---W: ' • : - 

(1) cllrrehl date 

(2) Mr. ScdttU. Cox 

. . Eafct Columbia Natioflal Bank ^ 
Simiter Highway 
Columbia, SC 29209 

(3) Mr Cox ; • . 

(4) Five days before date of this letter 

(5) Tanya betoache ^ ^ 



Problem 4. ' * 

(1) current date * ' \ -' 

(2) Mrs. Juanlta MaMoy 
City of North Coiumbia - 
City Hall . , ^ 
North'-Columbia, s6 29200 

(3) Mrs. Malloy _ 

(4) Five days before datis of this letter 
(Sj Mason Reese • 
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1. titie: iv6rc( Process/ng Correspondence Spec/a//sr 

2. Sources; Vocatjonal'Technical Education^ ' ' 
. Southern Association of eolleges and Universities 

y 795 Peachtree Street / " ' 

Atlanta, GA 3G365 

(404) 897-6157 . ^ ' A . ^ - . * * 

3. Materials: Catalog of performance objectives and perforrfiance gui^ for those objectives 

4. Level and Scope: 

Jh^^ L5_^ ^9?'P[L^^*P'^J5^_P®'''^/^ a cdrrespbhdence specialist. It 

. rnaV be used wMh e)cisting programs as a basis for desighihg cUrritsUla using per- 
■v^formance qbject^^^ guides for specific programs. ^ for individual 

petforma^nce goals: This compiilatlon may be used for secondary of pdstsecdhdafy 
programs. i 



5. Format: This catalog is comprised of performance objectives and performance guides 

based^bh jbb-relevaritjask staternents^ Each perforrnance objective contains the fol 
lbwing,elements: (1 j the condition under whjch the sjudent wiH perform the objec- 
-z tive, (2) th«^ performancfiurequhred 8f t^he student after insuuctjon has taken place, 
^ and (3) a job-relevarit standard for rheasuring successful performance of the objec- 

. tive. The'perfbrmarice guides that accdrripany the objectives are procedural steps 
entailed in the performance bf the task. ^ 



6.^ Special Features: 



dob relevant tasks identified through research ' 
tistsoj equipment used Jribusjriess 
State-of-the-art literature sources 
Cross-reference table for duties and tasks 

Additional wbrd processing and administrative support available ^ 



7N /nsf ruof /(»^jUh/7^f; 



brganlzjng aind-Planniijji . ,^ 

Maintain Inventory of Office Supplies 
Develop L0ng-Rang^, Departmental Objectives 
Schedule Work Flow ■ ' ^ . - 

Supervising and Jrriplerriertting 
Orient New Emplpyees ' 

perhohsLrate Eguiprnerit Use . ; ' 

Explain Office F^rbcedlires / . 
.Jhterview Applicant for Erriplbyrh^ , 

Performing Clerical Activities 

Schedule Maintenance of Office Equiprnent 

Keep Ciassifted or Confidential File Materials Secure 




Establish Subject Fillh§_Syste_m * 
Establish Alphabetical Filing s 
l^abllshNutherical Filing System 

aintain Persdhhel Files oh/Offlce Employees 
Paste-up Matenals to Be Printed 
Update Procedural Manuals 

, Compose a Business Letter 
^ * • 

• Perfbrmirig Mail-Handling Activities > 

Process Outgoing Mall 

- e - ' * ^ ' ^ 

• Performing T^ranscnptic^nJ^ 

' Transcribe from Flecoroed Media , - • 

• Performing Keybp^rdin^g (Typewntlrig) Activities 

. Change Cartridge Ribbon cm Word Prbcf ssjng Unit 

Keep Record c^ ljA/drk Prbdti^^ > ♦ 
Keyboard Addresses Ihto^a Master Mailing List 
Play Out Addresses onto Mailing Media 
keyboard Reports _ 

Assemble Standardlzed-Paragraph Cbrrespbn ^ 
Keyboard Correspondehce Using Variable Inserts . "* ' 

keyboard Budgets ^ 

Complete Preprirfted Forms " <• . 
Maintain Files of bisks 



8: Sawpie Pages: 




Sample 1: Performing Keyboarcting (typewriting) Actlyltfes 



DUtY:^RF6RMjNG KEYB0ARDING (TYP^^ 

. J ; '■ ' . i' • 

Change cartridge ribbon on word processing unit 
Performance Objective: \ <^''.^ 

Given a word processing unit arid a replacemerit ribbon cartridge. ^mpve the used Cartridge 
ribbon and replace it with a hew ribboh, fbllpwihg mahiifactUrer's ihstructibrrs. The hew rib- 
bbh shbuld be ihstalled'sb that it does hot bihd br crimp ahd the printer can generate legible 
copy. . * 

Performance Guide: 



1. 

2. 
3. 
4. 
5. 
6. 



Read specific Instructions for changing HbBon. 
Move printer head to ceiiteP of carriaae. 
Remove old ribbon cartridge. ; 

Insert new cartridge. 

Advance past nqnprint portion of ribbon. 
Test for proper printing: • 



DUTY: ORGANIZirslG AND PLANNING _ ' ^ 

_. 1 . / ' ■ " : 

TASK: Schedule Work Flow ' . 

-------- ^ * • -1 * 

Performance Objective: . 

Glyeri work requests, criteria! for priorltizlhg, arid departmehtal prbdu^rbn capibilities. 
schedule work flow on a weekly basis allowing for daily adjustments. This will minimize 
delays in meeting prioritized criteria demands. 



r^Perfornwice dtaide: 



1. Redrew work requests daily t^o estimate total volume of work in each priority status: 
immediate, end-of-day, or end-pf-week:. ^ ' ^ 

2. ^y^oni\Tm availability of workstations at beginning of scheduling period: 

3. AHot ^drk to stations equitably. * 

4. Prioritize work, redistributing as needed, to minimize delays while maintaifiing equity of 
workload. / < 

5. Revlseschedule dally to aSfommbdate "immediate" and "ehd-of-day" status work 
requests. : ; ' 



1. 7/f/e; 

2. Source: 



RESOURCE 7 



W 



f^d processing Curriculum Guide: A Beginning Text for WordStar 



Utah State Office of Educatidh 
•^50 East Fifth, South — • 
Salt Lake City;UT 84111 ^ 
(801) 533-5371 



3: Materiai^: Teacher's Manual 
StDdeijVs Manaal- 

4: tevel and Scope: 



i 



Word Processing Cur^^^^^ Bag/rir7iri§ TexT fcrr Wdrd§iar provides, hirie 

projects of ihstmctiph cdverihg various filhctibhs of the softwa program, Word- 
Star. Each project cohtaihs dbjectiyes, ihStrUctidhs, exercises, and review;^. ^ 
^questions. ^ , i ,^ 



5: format: 



The materials are appropriate for secdjldary, pdstsecdhdary, and a^uit learners. 



Objectives 
Instructions 
Exercises 
Review Ouestions 



6 Special feaiares: 

• individualized Instructido 

_ ■ ". i? . _ ..... 
7. Instructional Units: 



V 



• Cyrsbr/Delete/lrisert 

• '"Marglhs/Forrriat 

• BIbck/Cursbr/Fihd and Rejjiace 

• Tabs/Margihs/Cehterihg/Cursbr 

• Dot Gbmmahds 

• Tables > 

• Special Printing Feature . 

• R^vrewShd Incidentals 

• ' MailMerge . 



Sample 1: Prefect Obi||Ctivet^PrQject 2^ 



Objectives: i. Change-left and righfmargins. 



.-V Rjtf^rrntfletypewntteaitiateriay^^ tohiorj^ to the n^AA^ margins boh 

3ivl^pahe hyphen-help Justlfrcati^ f 



Sample 2: P/oject InBtrtictions— Project 2 



lislS^ROeTIONS TO TH^STObEr^Tr;^* 
^ 1: Tarn off a// machines: t 



2. Boot ap system (main tercninaj only). Type bg (return). 
5. Type in your User (if different than drf the screen). 
4. Typefe^ 



5. Type i^^i^ for WordStar program and wait. . " ' 

6. ^Jwheh the No-File Menu appears at the top of your screen. tyj:$e a d to Open a DdcUrnent 



File — Now wait. 



7. When the sehtehce NAME OF FILE TO EDIT appears, set Up a hew file by using the 
; name of ydUr choice. * ^^/^ 

* i. Type the ir(formatlon shown on the next page. ^ 

9. \A/hen you have finished typing the paragraphs, move the cursor back to the bpginning 
of the file by depressing AQR. • ^Ni^- ^ \ 



■I 
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^ ■ \.___^. ■ _ ■ . - , 

10. Change the spacing fromlsihgle spacing tp double spacing. WordStar comes ujD autb- 
matically wjth single spacing. To change the spacir^, type OS. The cbmjDuter will ask 
ENTER space OR NEW LINE SPACING 1-9): Type 2 and reform ill paragraphs to hew 
,llne spacing.* Return to top of file AOR. * ' - 
^ , . ^ »; ^ 

11: DepressAbR to change your rjght margin. The will aSR RIGHT MARGIN 

CbtLfMN NUMBER (escape for cursor column)? 

12. Change tsh^e pr^sf nt'rig^ht miaj^gjn to 47 by typirTg 4fc Notice that the ruler line afthe top 
o.f your fhe will rnove'to column 47. . /. - 

Reform the paragraphs to Conform to the new rigRt margin setting; typeij^^B: The com- 
' puter will refdrm the fir^t paragraph to the 47-space line unlesi sorne of the words need . 
to be divided.(AB necessary every tirne there 

14.^ WordStar has a feature caUed hyphen-^elp. When a word needs to b^ divided, the cursor 
^ « will stop on the word. You wlK notice at the top of your screen the cbrTipCit^f tf tls ybu 
*^^what tO'db. If ybii dbri*t want tb divide a wbrd depress B^^galh. If y.otj want tb divide, ybu 
can mb^* the cyrsbr tb the left with ih| cursbr mbvement keys. When the c^rsbr is tb the 
' ijnrnedi^fe ri^ht Of where yOM WpulB Mkc to hyphenate, simply deprej^ tJ:fl§ffypheh key. 
Fjpllow ttte cbrrept word diviSbh rylgs. * , "'^ ? • 

,. . _ * ■' J. . . ■ . .-.'V ■ _ ' 'J ; ; * 

:15/ Vbu rr7ust tVpe AB for ejc?? paragraph in^gur aocUrtieht/rnake sUre the cUrsor*is 

located at the beginning of Ihe paragraph.>Type AOL to change left margin. Ttie cornpu- 
■r t^r wiirask LEFT MARGIN COLUMN NUMBER (escape to^Ursor column)? 

■ ^ ■ r ■ * ... ■ , • ■ ■ -s: 

16. Change thCfpreset left margin to 3 by. typing's, . . 

_ _ _ i - _ _ _ . ■ ; ':■ ^ 

17. Return to beginning of secpnd paragraph andV^forrp the second and^hird paragraphs. 
Remember hyphegatfon procedure in Step 13. ; ^ . ' 

• ■ ' • , • 

18. dustification keeps your right n^a/gjn even when you first type and%hen you reform^ 
material. To turn^ justif[c^ationj)ff— depress AO^ If you ^OJ0k at yp.ar ^^^y*yp^ will s.q^ 

^'^^^^^^^J^^^'^fjf^^^^M type^ tQiurn justificfiioft^ wHI 
reappear: Refro-m the third paragraph (AB): Notice a ragged rt;ght rrfargln: 

. ^ ^ ' x^-^--^--^-' ■ ■ 

19. s Now it s time to save this file and print. Depress A^D and wait, print and hand jn fo your 
/ iristructbr. , ' . 



'If your terminal shows ajine of ^- — follovved by a P. it is merely WordStar's waj^ of telr- 
Ing you that you*ve typed enough to fill up one page of file. Keep typing. ^ ■ 



It is a nataral thing that ybiw equipment th^^ 

almost thinks for you and anticipates your every cbncernyNevertheless, learning the applica- 
tion and varied use of word-processing equipment is a necessity if one Is to succeed in the 



office of -today. What tbrnorrbw's office will require from 
but fbr suje, he/she will need tb be flexible and wililing t^ 
probably t>e awesbme In Its speed and applicatibri. 



ts skilled worker is^nyone's guess; 
learn jo use equipment that will 



At present it Is felt that kribwirig hbw tb typewrite correctly ms a necessary skill that will 
add to the'^ticcess and productivity bf tb'day's bffice wbrker. Some p^bpte fee^ keybbarding Is 
hitting the keys on the-typewriter or cbmputer terrninal, keybbard In eihy manner with nb 
apparent sy§tem or skill. Typewriting is a skill \ha\ uses the same fingers fbr the same keys all 
bf the time in a systematic procedure that will ihstirte that the typist br bperatbr can develbp a 
certain degrep of skill. 



^"Yhe touch m^ethbd of typ'ewrilihi'ls based br^ the cohcept that if ah bperatbr ^bes hot 
have to IddR at his/herjih^rs all ^f the ti^me rndrl ^peed and accijracy in the typewriting pro- 
cess will be achifeved. Experiments have proven this to be true. However, some cbrnputer 
operators insist that their hit-and-miss systeril of keybdafding is effective. But it causes one to 
wonder ancf smile somewhat as one watches the ineffective techniqiiesdf the cdmputer 
operator. 



Sample 4: Project Review OuestiDns— Project 2 



1; When ybu caJl up WbrdStar, what is the default ir autbmatic Nn^ length bri ybur terminal? 
2. Hbw db ybu furh oH the justificatibh cbmmand? . _ 



3. 
4. 

5, 



What isjihe cor^mand tb refbrm a paragraph 
Hbw dbes the computer terf ybu that ybu need 
Hbw db ybu quickly return to the beginning of y^ur fil^? 



after you have bhahged the margins?, 
t(^make a deci|ibh abbijt a hyphen? 



RESOURCE 8 



1. fftie: Word Processing eurricuiufn Update 

2; Source: Curriculum Pabhcation Clearinghouse 

76^B Horral^rt Hall; , ; ; 

Westej;^n illiriois briiversity 
' Macomb. It 61455 ' ^ * 

) (309) 298-1917 ' ^ 

^3. Materials: Acttvity jackets for word processing machine operation, reprographics, machine 
' ; i^* ' trarisc^ptidn', phd case studies: and an Instractor-s Quide; containing keys for activ- 



ity packets 



.'1 



4. Levjal and Scope: 

Wo^rd Processing C^^ activity packets for upper-level 



secondary students who have completed initial training on word processing equip- 
ment: Th^lnst ructions for the activities are designed to perntjt students to use 



f^orwat: 



\ • oj^sion-making skills: 



• i^ Eac'h activity packet £ontairvs the title and directions: 
i " ' *f Sfrhe Instrocior's iSuiqe contains a key for the ac 

Special Features: 



Contains cassettes*"for transcriptiori. • * 
Some pages need to be reproduced from teacher's guides. 
,*lncludes ccyurse outline^ for Mechsfnics otBusrness (office machines). 



7. lAstrvcHonal Units: The instructional unit Contains the^ foilowing activity packets— 

'' . _ ~ - — ' i?* - '.- 

: V , - • IBM Electrbgjc 50 Typewriter . \ . ' ~^ 

• IBM ElectrdhicBO r ' . ^ y ^ '^ 

* ' • IBM Magheticjfcard ^ . ' y , 

• „ Vydec wSrd^tbcessdr * " . ' 

• • Reprdgra^ics/Cut and Paste — * . ' 

• Machine Transcription * ^ / ' - 

• Case Study 1 * ^ 

• Case Study 2 

• Case Study 3 ' ^ ^ 

• Case Study 4; * 
' . • Case Study 5 ' " \ 

■ i ■ 

8: Sample Pages: 




Sample 1: Cage Study 1~Organizit|bh 



-r 



_ _TheJ=t^^ bivisjon is headed by Robert Burton who has four people 

repbrtmg directly to hjm: J Vjce-Presldeht of Public Opinion artd Marketing Sur- ^ 
veys. He has two project directors, Ronnie Gbidiarb'and Lihda.McAlair. reporting to him. The 
Vice President of Gov^ernment Surveys Is Larry Talbert; hd one ■reports directly to him. The 
Vice President of Employee Surveys Is Donald Gray. Since the employee surveys tferid to be 
standard surveys which are repeated for client after client, there^is a §r|aicleal.of system built 
arpund them. For this reason, Dr. Gray has a research assistant assighiPnb him ^hb is in 
charge of survey administratjon. thQ Involved in schedulmg Ivith clients, handling 

questibris abbut timing or formats from the project people, etc. Dr. Gray also has reporting tb 
him Jane Peters whb is ebbrdinator of Survey Processing. Jarie is responsible for receiving 
the survey forms as they are maileS in^[oggmg them, keeping track of the numbers of forms 
received bn each (S\ the jbbs in progress and sending them to an outside-keypuhchthg_hbuse 
when sufflj:iih_t numbers have been returned^ The fourth person reporting directly to Dr. 
Burton is Dot Banbff whb is the Data i^rbcessing ebordinator. Hei^ job is to receive the key- 
punch card_s,fram JShe Peters aric*the analysis spepific?^^^^ Lorle Tischmah or • 
one of tr^e Project directors br vice presidents and produce the computer analysis-which Is 
then given to the appropriate projfect persbn\ There ar^ alio three setretaries who are shared ' 
by the prdfessibhal staff. / ; ' > 

(A sample of the questidhs given With the ca 

1. What is the current drg'anizatidh chart for this office? , r 

2. What prdbiemi^ is such . art Ofgarlizat ion likely td produce? 

- "''fc " " ■ \ ' ' 

3: What organization would you recdmmehd and why? 
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Sampli 2: Directions for • Leirning Activity on f Wprd Proc«sqr 



Ihstrijctibhs for Typing Membfandum Report on IBM. 50 



pLrt 



bh the IBM 50 Typewriter. Be spre to ase the correct 



Attighrfient: Type the fbllbwihg re 
mst|Mtibhal Reys of the typewriter 

Read all directions before be§ihhih§. ^ . 

1. - The repbrt should be setup in the form of a memorandum. 

The columns should be centered attractively within the margins bf the membrandum. 

Each col^umn heading should be underscored. 



2. 
3. 
4. 



-m - - - - - __ - ■■-■■_""«_"■"___'""_■"■_" ■ • - 

Leave er^ough Space between columnar information aiid the remainder bf the body of 
the membrandum so that the information can fit adequately. ^ 



-'.(Th^ Text-Editing Problem) 



TO: Thbmas McGrath 



FROM: taura Thornton 

Administration Manager v^^. 

SUBJECT: ' Delinquent Plant Returns 

> ,;^The fbllbwing machines have been requested to be returned to ifie plant; As of this date, 
mafi^ nbt bgeh received. Please prbvide iiicbpy of the manifest on which the 

^^aptlfn^^^ be^[peturhed.br ah expected return date. 



ferial No., T / ;^^]r • ^ 



Date 



Plant 



Trans. No. 



885. 



If ybU have any questions cbhcerhihg the above ihfbrtriatibh, please call me bh extehsibh 



I 
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REbATED RiSOURCES 



.'^M^^raus materials have been produced by both the public and private sectors that suppl^- 
^.^^.^ the curriculum materials Identified in this guide. Publicly developed curriculum materiafs are 
described briefly in this sectioh. ^ : 

Tt)j^ BWngvBl ^rd Proce^^^^^ Currtcutum beyeXqj^rpen^ Project, fivailabJe:frOm Esse ' 
eoilege, 303 University Avenue, Nfewark/NJ 0710^ ' j * 

This js a proposal to demonstrate that quality bilfngual (Spanish/English) curriculum mate- 
rials for vvord processing can be developed. It describes a plan for development of bilingual 
ord processing training materials: Materials are not included. 



Kansas inlormaUon/Wprd Processing Carriaajam Gvlde^ available from Kansas State Department 
of Education, Vocational Ed ucat|qn piwision,<12b East Tenth Street, Topqka..kS 66612, (913) 
296-3954. ERie Document Reproduction No. 2216^^ ^ - ^ 

This is a curriculurrl gtjjSe foro'^ecpndary and postsecondary schobjs; It includes t^e following 

sections: ; .s ■ ' - ^ 

. _ ■ ^ li . f ■. _ . _ _ . _^ » , , _ . 

rntroductibh to Need for VVQifid^^^ * ' ' 

Recbmrhended Cburse; Cbur^ IJf^^ Teaching Methods, and Instructibrial Materials . 

Selecting Word Prbcess^ 

List of Resources ' _ , ^ ^ 

List of EcjUipiTieht, Supplies, arid Service ' _ 

' GTbssary arid Evaluation Sheet ' 

Macfime Dicfaftoh and TrWhscriplioh, available from South CJrbliria bepartiTierii bf Educatibri, 
Office of ydcatidnal Educatibn, VdcatioriaLCuJ'ricUIUm 1107 Barrihger 

/ Building, 1338 Main Stre^^ 

This Is a currlculufri guide for machine transcfiptidn for the s'ecdhdary or pdstsecdhdary 
'^^^'• "'^'^^ ^^^^'''^^'^r'^ jncjudes letters prepared for dictation and keys to transcribed 

letters. The Studem*sMariua1' m^^ materials that can be duplicated, nn dvervievv for 
transcribing [etters, preview sheets for letters, .and instructions and problems'tb be dictated. 
Afso inpjuded are: (1) tips for proofreadinj,.(2j proofreader marks, (3) spelling errors, . 
(4) state abbreviatiq^ns, (5> transcribers daily jpgv:t6) phonetic alphabet. (7>-line count sheet, 
. and (8) letter and address styles: 'J: ' 

Study of Word ^^ocessm^ eorrrpeiencws ImplicBtlons fpr_Z^§i^^9 otiiapdicappBd snd/or 
, Disadvantaged Stadents, available from Dr: Donald Bdsche and L: Joyce Arntspn, Saddle- 
* back ebrnmunity Gojlege District. 28000 Marguerite Parkway;. Mission Viejo. CA 92692 



this |s a study to provide data needed to develop a Word processihgj curriculum that will 
properly serve the rjeeds of handicapped and/of jdisidvahtaged cbmrhUhtty college students. 
Jit includes survey results, recommendations, and brtsiidpJipliy:. . 

Survey of Word Proc^ssi^g ^ob^:jEqujpmiBnl Pract/ces. available from Dr. Madah Capbbr, Mid- 
dlesex County 'College. Edison.^ J 08818 

This is a survey of word processing i.nstallatfbrts in New Jersey and irtclades data dh the 
following- / ^w- ' . ' '■ \ 

- • - -' -f , ' . ' 

1. Employers of word processing persbrmel 
-2. .Job market ' 
3. Breakdown of sex stereotyping 
•j 4. brganizatlon . ' - . 

> . 5. Education and training * ' 

6: Salaries ^ . 

7: Equipment : 

^ ' 8. Future plans . * • 

/ VboBtionBi Cpmpytency MeasurBSj Word Processrng Speciajisl available frb^m American IristltUtl 
'for Research in the Behavlpral Sciences. P.O. 80x1113. Palo Alto. GA 94302. (415) 493-3550 

tftislest package can be used by trai^ning inslitutions as 4^<nal competency ev^uatidh v ' 
ihstntjment, for ass^ssijig students* achievement, and as a screfening tool for ac^nced stand- 
ing irt a word processing program: This package contain^ a job information test, ^performance 
tests-ahd a work habits inventory: 



_ __ ____ 

1963 Word and Data Processing Curriculam Materials Review, available from the New Jersey 

Vbcatibnal Educatibri Resource Center, eurriculom Sale^ection.. Rutgers University, 200 ^ 

OJd Matav\/an Road. Did Bridge. NJ 08857. (201) 390-11 91""'- • • 

Th*fe product' has been develbped as'ah aid for teachers, trainers, and adrninistrative 
designers bfihstrUctibh in wbrd and data processing at the secondary, postsecbrxdary. and 
adult levels. The 76 curriculum products IhcfUded m the review are.described according tb 
source, delivery rrtbde. prbfjle, bperatibhal characteristics, suggested prerequisites, adminis- 
trative data, and readability: Thes# iterps were cbllected thrbUgh requests for examination 
^^PPjj^s from publishers, a materials holdings bf the New Jers^ 

' .;^rState Department of ^ducatlon..pivisldn ^ , 



APPENDIX 
SUMMARY eHftRTS 





purHculiifti Retburce 



Competency 'BBsetS 
' ^pyc^lqn Curriculum 
jpf Word Processing 




Based 
^esstng 



Pbpulatlbn 



Secondary 
Pbslsecondary 



> lurn' for a_Word Pro- 



cessing CeriilicpiYe - 

TrO/ofvcfiori icrWord^ 
Process in g vhlts o f • ^ 
Trf$JruCtion ■. ^. 

' ... i L ' i*' 

\f^ord.Processihg 



Seclkfidary . ^ 

= . s - , ■ ■ 



^^rdj^rcycessihg Corre- 
spondence Specialist 

y^ord Processing 
CurriCuTurji Guide: 
A Beginning Text 
for WordStar 

Word fjrocessing 
Currycu fum Update 



rpl^dary 



Secondary ^ 
Posisecondary 

Secondary 
POslsecOhd.ary 
Aduit _ r '"l- 



Second^ary 



Cbufte 
Length 



Instructor 
determined. 



IrisirUctor 
* determined 



flj^ars 



1 semester or 

jntegrated 
'/'Ihto other - 
* classes 

1 semester or 
integrated 
Into classes 



Ihstructbr 
determined 

instructor 
determined 

1 yf^ar 



Inttniptlbhal 
Content 



7 modules 



13 units 



1^ course 
outlines 



:-7 uriits- 



7 cluster 
- units" 



6 units 
(28 tasks) 

9 j^ojecis 



1 1 learning 
V activity 
packets 



Inttnictibnal 
Format , 



Group 

Individualized 



, roup 

individualized 



pblim descriptions 
CpuSe outlines i 



Group 

Individualized 



Cluster units 
. broken doWn 

by cbmpelencies 

that include 

' atjivijy ^' 

- material 

- ihstructibri 

Group 

Individualized 
Individualized 



Group 

Individualized 



Retourcet Needed 



Text resources 
Wo r d: p r ocess i n g eq u i p rfje n I '''' 

and diskettes ^ ^ 
Business personnel forms ^ 
Duplicating equipment - 

Tygewriler^ ^ 

Business machines 
Cassette,|)layer 

WoTxj processing eqUiplrnenl 
Transcription equipment' 
Reference material 

Wor^d prqceMih|i^ equipment 
Transcripiion equipment 
Calculator's 



Dictation equiprtieilt 
transcription tapes 



i 



Word processing equipment 
(#^)tton^l) ^ 

Trariscripltori equipment 

Typewriters 

Transc^iplidn^ 
and dictation tapes 

Traihihg materials 



ht 



Word prbi::essHB||0^uip^ 



Microcomputer, CP/M ^ 

opeVatlng system 
WordStar. SpeljSiar. 

MailMerge 

Word^processing equipment 
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Sur^:!^ Cha^jP^Backgrbuhd Ihfbrmatibrv 



Carricalam Resource 



beveioperts) 



Sp0n86r(s) 



Source 



CqrmeWhcy -Based 

lor WqrdJ^roc&sslhg 
1980/353 pp. 



Word Proce^ing. ^ . 
n.d./394 pa » 

Nolet^ERIC Document 
^ Repro^Dtloh 
Servk:Wld'. • '*! 
- .ED 229 627 ^ 



Developing a Curncb- 
igm for a Word Process- y 
ing Certificate - - 
1982/63 ppu 



tritroductibrr to Word _ < 
Processfng O^its bf 
Instructibn \ 
1982/41 9 pp. 

, |ibfe: ERIC Dd/iument n 
Reprdductidrr 
Service No. - . 
ED 216 379 ^ 



PR J Vocatidp.al-^ei^nical 
Center, St.^MarysV WV 



Business Education Set- 
tion, bfflQf ot Vocatiolial 
<^ducation, Louisiana 
^ State Department 'Of 
' EcUJcation ^ : 

N|cKqi Is State University 
oftoaisiana - j 



Skaglt'Valley. Colle^ 
Mt. Vemon.lwA 



. pccUpatidnahCurrLcilurTi 



State UriiversitV^^ 



West Virginia Depart- 
ment of Education, 
Bureau of Vocational, 

' Technical and Aduit 
Education . ^ 

Office of Vocatlcmai 
' Education, Louisiana 
State Department of 
Education ^ J. 



T: 



^ResearcK GdordlriStlrig 
Unit. Gi^mnrjissibn for - 
y6catrbnaPfecJ:ucatibn, 

' Stale of WasHlr^tbn. 



Texas Educatiph AS^rvcy, 
^ Occupatidhal Educatldfly 
.arid Techridldgy ^ '^^^-^ 



'J 



'4 ^ 




Vocational Curriculum Laboratory^ 
Cedar Lakes Conference Center 
Ripley.. WV 25271 
(304).372-8673 ^ . . 

eo8l:$15pb 

On j0»n J»;^^ l' 
b i^s ^emj ria t i o ri ^ liid|^ 

^^^^'^^gMM, /: - 

Research in 

eblarnB^^^^2ld . . , 
(614| 48e-^6&S;' ^1 j_ J • 
1-800-848-4815 (^n the cohtineQtpJ 
U:S; outside dhib). ^ — 
and . • _ • ^ 

State Supervisors of Busmesi^^^ 
, Educatlbh . \ . 

Research Cobrdrhatihg Unit » 
* Cdmrnissidh for Voc^itjbhal^Educatic 
AifduslriaJ Park, Building 1^ : 
'State of WashLngVd^^ >> ^ 
Qjymga, VVA 9^^ 

L206J 753-1361^^ ^ ; yj 
"Cbst: td be cJitpKmihed , 

■ -- - -. - •- -: ' ;- ' « 
Occupational Gurrrculutn^^ 

East Texas ^fate University ' 

Commerce, TX 75428^ :,t 

(214) 886-5623; ,^ ' ' ' 

Cost: i 

in-state— •$14;bO-Tea5her's Maouai 

$,lb bb-Student's Manuai 

but-of-state-r 

- j^- $i7;00-teacRer*s Manual 

. i $12:00-Studenrs Manqll * 



EKLC 



Sammary Chart 2: Background ihformatibn (Cbhtihued) 

. _U .- -^ ' ' - ' 



QUrficulufh Resource 



Developer(8) 



Sponsor(s) 



Source 



Word Processing 

19ZpM^12pp. > 

.. ^ ■_ . _ a 

Noter ERIG Document 

Reproductibri 
i i^ervice Nb. 
' ' ED l79 8Qj4 , 

Word Prbc^assing^ 
Cqrrespohdehce^ ;^ . 

iSpeciaiist » * . 

' -1978/14 pp. 



Word Prdcess/n& Cyr- . 
rycuVurh Guide: /f^ ' i^ * 
JBWginnVng text fdr.'v'*' ; ; 
WordStar 

1982/56 pp, — . 



Word PrOCe:^sing Cur- y 
ricutum Updiite ^ . 
H '1980/4^6 pp, 

two cassette-tapes 
are |hcruded. 



usiriess arid QHCPCcJu- 
fiatibri Sectibri.^Stice bf 
Vbcatibrial Educatierff. 
Sbuth Carolina Stat0 
Department bf 
Educatfcbri* 



Department bf Iridustrial 
Educ^ibri/iJriiversity of 
Mar^rsstfid 



/.ijfta/1 State Board'bf 

> ^.Educatlon* 
^UtaKSfat^ Board of VpCa- 
^- tlonal Edelcattcni V > 



f - 



Middlesex Coapty- <; 
ebllege, Edisbri, Nd . 



Office of Vbcatidrial 
^ Education, SdutK, 
Cardljria State 
DepaVtrri^rit df 
EdUcatidri 



ESvisidn pf. Vdcatibnal- 
, TeChhiQal Education. 

Marylana State < 
, pepartment of 
. Educatldn * . 



Utah State Board of 

Epu.cation 
titaR 'state Board fbr 



-VoCaitioj>arEdubatlbri 

New Jersey Vbcatjafi#b-? 
Techrilcal Currlcultiiff :^ 
Labbratbry 



Curflculym Publication 

^Clearinghouse ' -\. , 

76'B,Horrabin.Halir . ' 

Western Illinois University \ 
^Macomb, IL614S5 ; " ' ' 
" (309) 298-1917 ' ^ * ■ 

C08fc$6.75 

^VocatjdfnaJ tec&fiicil Edacatlbn & 
o 50rt|um^bf States- _ __l ' 
Southern Association of Golleges^ 

Universiti^ ./; 
795 Peachtree Streeh^ . ^" ^ 
' Atlanta^ 3b3$5^ ^^^^^ i 
,^^4041 897-6 157 * r^ ' > r 

V-TE^^ Mefhfejsrr 9^^^ 
NbritSBi^berStatMrtWS^ ' • '"r; 



Utah 3ft^ 0ffi^f bf Educatibh 
250 ^st'^i^liVsiH^th , 
Salt Lake cW^i:4fe§4i:n 

Coil: $5 OOfTeeijhi^i^ai^jlii^^^^ 
$5 OS-Studeht's Manual 

CurHpUlUrrtPublication^'v^ < \ 

,76 ^orrabifrHall ^ 
J^esterh i Illinois Unlv^sity 
W^cOmb.'IL^M55 -^t '\ 

(J09).298-1917 

Colli: $20 Oa - . v» • 
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Summary Chart 3: Word .Prbcassihg Cbmpetehcies 



^ Thi^ chart providiBs an ovefvjew ofthe cprfceptand sRill competencies covered by each of the 
eight resources. Use the key below to Identify the resburces (designated. by numbers acrpss the 

top of the chart) . -'l - 

- — * 




- 


_ 
1 


— 2 — 


— 3 — 


1 : 

4 


— 5 — 


6 


4 


.. ■ 


ebncebts ' ' 1 












■ t 






Word prdcesslhg histdry/cdricepts PS. . 




X 






X 








Procedures/Organization ^ 


X 






X 


X 


X 






Term itid logy - . > 


X 






X 


X 








\^ at tStSt i jKJU S>^CUI Ql l£ Clll 1 i 






X 




y 








1 y fjxso \j t ci^uip/iiidii/a^^iiV/Oiiwio 






X 


X 


X 






X 










^ - 


- --/V 








LJSfiiy pruucouic^ niariuaib , — — 










X 


X 






u rnt? i>ir^u u i-f ly- a44 o 1 luiiy *- 





X: 






¥ 

r\. 








Work prioMTiz^J^ion/time management 




. X 






.X 








Equipment Operation Skills ''^ 












i 






\A/nrH rSrnirPQQinn rtiAi^hihP nDPrAtinn 




aX 






: X 


X 




X 


ivi icruuUiTipuicr wuru piUyCaaliiy 




> • 

— 






.__ 


:k — - 


X' 




"franscriptlon ^ ^ , 




X 


X 


X 


X 


X 


XT' 


X 


bictildoh 


X 






X 


X 








L%'n^il^9e '^rtS'skills \ ^ * 


^ X 


X 


X 


X 


X 




X 




Prooite^ing-i 


X 


X 




X 


X 






X 


. ^ ' ■ 
Supervisory/Management Skills 

' ■ - • ' -■ ^ ■ - ■ 




— ^ 




^ . ■ 








0 


Planning ^ ? ' ' 


^x 










X 






^ . ; ^ . - : : 

Organizing . - . » 


X 


X. 






X 


X 






Rrddufe^lbn control 




X 






X 








5 ^^^7 

Training - . ^ ; 






1 














y; ^^.eowpet^ncy-Bism 'Education Carricaiam for Word Processing * 
^^i^^rppBt^fycy 'Based Word Prqcessir^ 
^^^ $h^^vi^pi^lg a Gurricaiufn for a Word Processing Certificfite 
\ ii^-ln^daction l6M^?d ProcBSsing iJniis of Vnstruction 
' S'-WordPrbcei^T^^^ 1 * ^ 
< 6— i^ord Process 



B*^Ji^rd fikoc4ssihg Cu\ 
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Cofr^^^ondence S^eciaii^ * _ . 

"^r^iurh Gijjde: M B'egihning^ Text for WordStar 
uWrnSUpdate ^ 



'A 
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' • >»^w"^"*«»'y Chart 4: Teacher and Student Materials 

This cfciart provides ah overview of the cpncept and skilfc^cbrnpetencies' covered by each of the 
eight resources^ Use the'Kev<belbw to identify the'jresburcis ^-^slgna by numbers across the 
top of the chart). . z > " 





1 


2 


3 


4 


5 


6 


7 


8 


. ■ ■ J\ 

TeacherMJteciafS \ 


; 
















• — ■ y - ; — — r 

Behavioral objectives 


' X 


X 


X 


X 


X 


x 




X 


Cbhteht outline ' 


X 


X 




X 


X 




X 




Transparency masters/hahdbUts 




X 




X 








-. P 


Sug teach., strat/ br ^tiliz. guide 


X 


. X 


\ 


X 


' X 




X 


X 


EvalUatibh tjechhiqUes * 


X 


X 


X 


X 


X 








Student Materials 








> 










Cdntent narrative . ^ < ^ 








X _ 


_x _ 




X 


J< 


Student activities - * - . 


X 


X^ 






X 




X 


X 


Impiemehtatibh projects ^» ^ - 










X 




X 


X 


Suggested references ; - ii / 


















^ — ^ ' ^-^ ^ — -f ^ . ' — = — ' 

^pplerhehtary readings - x 






; 1 













V- 



. ;Key: \^XyompQienc y'Bas e6 Educatjoh QljrrT^Tum Tor Wprd Pr6cefsVn0 
' - 2~Cfi/77pefency^B5sed tVdVi^ prdceis/f^iL > ' ' - 

" S^Devetopmg a Cjutncutum fip W^brd Prdcisi/Hg Certtftcate ^ ■ 

4- -lntroduction to ^ " . 

5 — Word Processing ' 
* 6— Word Processing Correspondence ^pectai^^^^^ ^ 

l^ Word Processing purrlculuTTi Gvide: A Beginning f ejct for^or-cf^ar' 
B-^ Word Processing Currlculurn Update - 'i 
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Mi- 
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